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This Guide gives you 
step-by-step help in 
completing the 

Record of Employment 
correctly. 


This guide has four parts and applies only to 
the Record of Employment (form EMP 2106). 


Part 1 contains general information about the 
Record of Employment. 


Part 2 has instructions on how to complete the 
Record of Employment form. 


Part 3 gives general information on completing 
item 20 (insurable earnings by pay 
period). 


Part 4 gives instructions for special groups of 
workers. 


Before you start, see the next page for What’s 
new in 1985, Common errors to avoid and Com- 
mon questions often asked. 


This guide will help you complete a Record of 
Employment (ROE) no matter what kind of pay 
period you use. (Note: ‘‘Paragraph’’ refers to 
sections in this guide. ‘‘Item’’ refers to sections 
of the ROE form.) If there is a situation that 
is not covered in this guide, please call your local 
Canada Employment Centre (CEC). The staff 
will be happy to answer your questions or where 
possible, to arrange for a personal visit to your 
premises or for your participation in a group 
ROE seminar. 


Concise fold out guides specific to your type(s) 
of pay period (weekly, bi-weekly, semi-monthly 
or monthly) are also available at your CEC. 
After you have completed one ROE, the rest are 
easy. 


This guide was prepared in co-operation with 
Revenue Canada, Taxation. 
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What’s new 
in 1985 


Effective March 31, 1985, Item 18A must 
be completed if vacation pay was paid or 
payable in contemplation of, on, or after 
the separation from employment. If vaca- 
tion pay is paid into a trust fund, the term 
‘‘trust fund’’ and the amount must be 
entered (see paragraph 39). 


Effective March 31, 1985, Item 18C must 
be completed showing all monies paid or 


payable in contemplation of, on, or after 
the separation from employment with the 
exception of pensions (see paragraph 41 for 
the list of payments that must be reported). 


When a teacher asks for an ROE for mater- 
nity or adoption leave during the non- 
teaching period, report all weeks of in- 
surable employment up to the date the leave 
of absence commences. 


Common errors 


to avoid 


Common 
questions often 
asked 


Here we list the most common problems peo- 
ple have in completing the ROE and show you 
the solutions. 


Problem: 


Mistakenly counting pay weeks for which 
premiums were not paid or payable as 
weeks of insurable employment. 


Reporting total insurable earnings that are 
less than the minimum or more than the 
maximum. 


Difficulty in finding the insurable earnings 
for the 20th week, when the employee has 
more than 20 weeks of insurable employ- 
ment and is paid on a semi-monthly or 
monthly basis. 


Incorrectly identifying weeks or part weeks 
of insurable employment in the pay period 
exceptions column. 


Question: 


How do I correctly distribute Record of 
Employment copies? 


How do I obtain a supply of Record of 
Employment forms? 


What should I do with void or cancelled 
Record of Employment forms? 


Can I change my pay period type, for ex- 
ample, from bi-weekly to semi-monthly, 
without affecting the entries in Items 12 
and 20? 


Does the employee require the Record of 
Employment to apply for Unemployment 
Insurance benefits? 


Solution: 


Count only pay weeks for which premiums 
were paid or payable. Be especially careful 
when dealing with partial pay periods (see 
paragraphs 4, 5, 31). 


Do not report earnings below the minimum 
insurable earnings level or above the maxi- 
mum insurable earnings level for the type 
of pay period used (see paragraphs 51, 52, 
53). 


Calculate the correct amount of insurable 
earnings by following the instructions in 
paragraphs 58 and 61. 


If the employee was not insurable for the 
full pay period, enter the number of weeks 
or part weeks that were insurable in the pay 
period (see paragraphs 43, 55, 57, 58, 60 
and 61). 


Answer: 


Please see paragraph 48 of the guide. 
Please see paragraph 17. 
Please see paragraph 18. 


The type of pay period used is entirely at 
the discretion of the employer. If a ROE 
must be issued covering a period where two 
types of pay periods were used, the number 
of weeks of insurable employment to be 
shown in Item 12 and the amount of in- 
surable earnings to be shown in Item 20 
must be calculated on the same basis as 
used for withholding of UI premiums dur- 
ing that period. If assistance is required to 
complete the ROE, please contact your 
local CEC. 


No. However, processing of the employee’s 
claim will be delayed until the ROE is 
received. 
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Setting the Record straight 


The Record of 
Employment 


1 


The Record of Employment (ROE) is the 
single most important document in the 
Unemployment Insurance (UI) program. The 
Canada Employment and Immigration Com- 
mission (CEIC) uses the information you 
record on this form to decide if a person 
qualifies for UI benefits, what the benefit rate 
should be and for how long the person may 
be eligible for these benefits. 

When you complete the ROE correctly, you 
help to ensure that we pay benefits only to peo- 
ple who are eligible. You also help the CEIC 
to detect fraud and abuse of the UI program. 
Each ROE has a potential value of $13,800. 
Accurate completion of the ROE ensures that 
claimants receive the correct amount of 
benefits and reduces the number of follow-up 
calls to employers by CEC staff. 

As an employer, you must by law issue an 
ROE to every employee working in insurable 
employment who has an interruption of 
earnings. You must issue it within five calen- 
dar days of the interruption or the day you 
become aware of it, whichever is later. To help 
issue an ROE in time, an employer may, if 
necessary, estimate earnings in an employee’s 
final pay period. If an estimate is reported, in- 
clude the term ‘‘est’’ beside the amount (see 
paragraph 44). An ROE must not be issued 
unless there has been an interruption of earn- 
ings or it is requested by the Commission. 


2 


An interruption of earnings occurs when one 

of. two things happens. 

(1) Following a period of employment there 
is a lay-off or separation from that 
employment and a period of seven con- 
secutive days when an employee performs 
no work and has no earnings from the 
employer (old age, military and employ- 
ment pensions are not considered as ear- 
nings for the purpose of determining if 
there is an interruption of earnings). 


(2) When insured persons stop working 
because of illness, injury, quarantine, 
pregnancy or adoption and their weekly 
earnings (for example paid sick leave) fall 
below 60 per cent of the normal weekly in- 
surable earnings from that employment. 
(Wage-loss indemnity payments, whether 
insurable or not, are not considered earn- 
ings for the purpose of determining if there 
is an interruption of earnings.) 


What is an 
interruption of 
earnings? 


What is insurable 
employment? 


Revenue Canada, Taxation (RCT) decides 
what employment is insurable and what are 
insurable earnings. In the next few paragraphs 
you will find general guidelines on insurable 
employment, insurable earnings and what a 
week of insurable employment is. For details, 
obtain a copy of the current RCT booklet 
Canada Pension Plan Contribution and 
Unemployment Insurance Premium Tables. 
For Québec employers, the booklet is called 
Unemployment Insurance Premium Tables. 


Insurable employment 


Generally, most people working under a con- 
tract of service — that is, an employer- 
employee relationship — work in insurable 
employment. A contract of service usually 
exists when the employer has the right to con- 
trol what work the employee does and how it 
will be done. 

Certain employment is not covered, even 
though there is an employer-employee rela- 
tionship. This includes employees such as 
those who are age 65 or over, those who are 
dependents of the employer, the spouse of the 
employer and those who earn less than the 
minimum weekly insurable earnings and are 
employed less than 15 hours a week. The RCT 
booklet gives you all the exceptions. 

Barbers, hairdressers, taxi and passenger 
vehicle operators and fishermen/women can 
be included in insurable employment, even 
though they may not be working under a con- 
tract of service. RCT has separate booklets ex- 
plaining coverage and insurable earnings for 
these workers. Obtain a copy of the booklet 
you need: 


e Fishermen and Unemployment Insurance 


e Information for taxi and passenger vehi- 
cle operators 


e Information for barbers and hairdressers 


What is a ‘‘pay week’’? 
A pay week is a period of seven consecutive 
days or any one of two or more such con- 
secutive periods, the last of which ends on the 
employer’s payroll ending date. 

This definition makes it possible to apply 
the rules on minimum insurability uniformly 
to all pay periods, whether or not the pay week 
is a calendar week. 


Minimum insurability 
in 1985 


An individual paid on a weekly basis by the 
same employer who earns either 20 per cent 


of the maximum weekly insurable earnings 
($92.00 in 1985) or is employed* 15 hours a 
week, is in insurable employment. 

In 1985, the maximum weekly insurable 
earnings is $460.00. The minimum weekly in- 
surable earnings (20 per cent of $460.00) is 
$92.00. So, a person who earns either $92.00 
a week or is employed 15 hours a week will 
be in insurable employment. 

Those paid on a bi-weekly, semi-monthly, 
monthly or another regular basis may some- 
times earn less than 20 per cent of the maxi- 
mum earnings or work less than 15 hours in 
one week or part week of the pay period. But 
as long as they had some earnings or were 
employed in each week or part week of the pay 
period and the total earnings or hours were at 
or above the minimum required, the entire pay 
period would be insurable. 

For example: In a bi-weekly pay period, a 
person earned $50.00 in one week and $150.00 
the next — for a total of $200.00. The earn- 
ings for both weeks would be insurable 
because the minimum insurable earnings for 
a bi-weekly pay period ($184.00 in 1985) were 
met. | 

Another example: If a person is employed 
10 hours in one week and 20 hours the next, 
earnings for both weeks in the bi-weekly pay 
period would be insurable, up to the maxi- 
mum. See paragraph 52 for the minimum and 
maximum earnings and minimum hours for 
most types of pay periods. 


Minimum insurability 
in 1984 


Paragraph 53 gives the minimum insurable 
earnings and hours and maximum insurable 
earnings for most pay periods in 1984. You 
will have to use these figures if insurable weeks 
in 1984 are included on the ROE you are 


completing. 
on the Record of 
Employment? 


The following terms used by the Commission 
may not relate directly to completing an ROE. 
But they may help you to understand the UI 
program a little better — and why we ask for 
certain information on the ROE. 


What does UI do 
with the information 


* Employed includes time for which the employee 
is paid, even though he or she may not have ac- 
tually worked. For example: statutory holidays, 
paid sick leave or paid vacation leave. 


Benefits 


Regular UI benefits are paid when a person 
is out of work. Special UI benefits are paid 
for illness, injury or quarantine, maternity and 
adoption. There is also a special one-time lump 
sum payment to people who have reached age 
65. 

The benefit rate is 60 per cent of the 
average weekly insurable earnings in the last 
20 weeks of insurable employment. If the per- 
son worked less than 20 weeks, it is 60 per cent 
of the average for the number of weeks of in- 
surable employment on which the claim was 
established. 


Disentitlement 


A person who is disentitled will not get benefits 
for the duration of the disentitlement. For ex- 
ample: people may be disentitled from getting 
UI during a labour dispute at their work place, 
or because they are not considered available 
for work or they have taken a holiday. No UI 
benefits are paid as long as the condition lasts. 


Disqualification 

This means there will be a period of up to six 
weeks after the normal waiting period for 
which no benefits are paid or payable. A dis- 
qualification is imposed if a person leaves their 
job voluntarily without just cause or is fired 
for misconduct. Any decision to impose a dis- 
qualification is based on the facts of the case. 
Both the claimant and the employer have the 
right to appeal the decision resulting in the 
disqualification. 


Post-audit control programs 

The post-audit and other control programs use 
information such as the period of employment 
on all ROEs to detect abuses such as un- 
reported work and earnings by claimants. 


Qualifying period 
The qualifying period is the 52 week period 
that precedes the start of the claim. If the per- 
son had a claim in the last year, it is the period 
since that claim started. 


Social Insurance Number 


The Social Insurance Number (SIN) is used to 
identify and locate a UI claim. 

Remember: if an employee doesn’t have a 
SIN when starting work, you must ensure that 
a SIN application is submitted by the employee 
to the Commission within three days. The 
fastest way: have the employee read the 
brochure How to apply for a Social Insurance 
Number and then apply in person at a Canada 
Employment Centre (CEC). 


Waiting period 
Claimants must wait two weeks after their 
claim starts. No benefits are paid for this 


period. However, claimants can serve the 
waiting period while getting the last two weeks 
of wage-loss indemnity payments from an ap- 
proved wage-loss plan. A claimant who 
receives at least two weeks of paid sick leave 
immediately prior to the start of the claim is 
not required to serve the two week waiting 


period. 
uf UI, you and your 
employees 


As an employer, you have an important stake 
in how the UI program works. You pay 
premiums to the UI account — as much as 
$786.97 a year as your matching employer por- 
tion for each employee plus the employee’s 
deduction. You also contribute personally 
and corporately as a taxpayer since 
employee/employer premiums finance only 
part of the cost of the UI program. The rest 
is paid for by the federal government. 

For information on how the CEIC uses the 
UI account, why not contact your local CEC? 
Ask for a copy of a brochure prepared 
especially for employers. It is called The 
Premium Investment. 

Like you, your employees also have an in- 
terest in the UI program. Workers face the 
possibility of unemployment at some time in 
their lives whether it is because of a shortage 
of work or due to illness, pregnancy, an adop- 
tion or retirement. We have brochures cover- 
ing everything from general rights and obliga- 
tions of claimants to special UI benefits. These 
brochures answer most employees’ questions 
about regular UI benefits and the special 
benefits. Why not contact your local CEC and 
ask for copies of these brochures for your 
employees: 


e How UI works for you 
e A new face in the family photo? 
e Ul and you: when you reach 65 


e We can help when you’re sick or hurt 


e Something for nothing? No. 
When should 
the Record of 
Employment 


be issued? 


These examples will help you decide when to 
issue the ROE. 


Interruption of earnings initiated 
by the Employer 


If the employer causes the interruption of ear- 
nings, the ROE must be issued within five 
calendar days of the last day worked or the 
last date to which UI premiums were payable, 
whichever is later. 


Employee quits 

If the employee causes the interruption of ear- 
nings, the ROE must be issued within five 
calendar days of the last day worked or within 
five calendar days after the employer learns 
of the interruption of earnings, whichever is 
later. 


Leave without pay 


If an employee takes leave without pay for 7 
consecutive days or more, an ROE must be 
issued within five calendar days of the last day 
worked or the last date when UI premiums 
were payable, whichever is later.’’ 


Deferred salary leave 


Employees on deferred salary leave do not ex- 
perience an interruption of earnings. Conse- 
quently, Records of Employment are not to 
be issued. 

Such arrangements for leave without pay 
as ‘*4/5’” plans must be approved by RCT in 
view of possible tax implications. Any ques- 
tions related to this subject matter should be 
referred to Revenue Canada, Taxation. 

Iliness, injury 


9 or quarantine 


If the employee will not be receiving any paid 
sick leave, the ROE must be issued within five 
calendar days of the employer learning that 
there has been an interruption of earnings. 

Many employees are covered by plans 
which pay income when they cannot work 
because of illness, injury or quarantine. For 
UI, these plans fall into two basic types: paid 
sick leave which includes those called sick pay 
or union sick pay; or wage-loss indemnity 
which includes plans referred to as weekly in- 
demnity insurance, disability insurance or 
salary continuation insurance. 


10 Paid sick leave 


These payments are insurable earnings. They 
are often paid at the employee’s full pay rate. 
If the employee is getting paid sick leave at a 
rate of 60 per cent or more of his or her nor- 
mal weekly insurable earnings, an interruption 
of earnings does not occur. An ROE must not 
be issued. 

There is an interruption of earnings when 
the sick leave pay falls below 60 per cent of 
the normal weekly insurable earnings. The 
ROE must be issued within 5 calendar days 
from the date the paid sick leave falls below 
60 percent of the normal weekly insurable 
earnings. 

If the paid sick leave continues but is less 
than the 60 per cent already mentioned, you 
will have to make an entry on the ROE when 
you get to item 13. 


1 1 Wage-loss indemnity 


This type of group insurance consists of two 
main plans. Payments received under either 
plan do not prevent an interruption of 
earnings. 


Third party plans 


This is a type of group insurance whereby 
disability income is provided for employees 
through a third party (i.e. an insurance com- 
pany). As a general rule, payments from such 
plans are not insurable. 

If the indemnity paid to your employee is 
less than 60 per cent of the normal weekly in- 
surable earnings, you must issue an ROE either 
within five calendar days of the last day of 
work or on the date to which UI premiums 
were payable, whichever is later. 

If the amount of the indemnity is 60 per 
cent or more of the normal weekly insurable 
earnings, you do not have to issue an ROE 
unless your employee asks for it. 


Note: Short duration illness means a period of 
less than five working days. If the 
employee’s earnings are below 60 per 
cent of the normal weekly insurable ear- 
nings because of a short illness, an ROE 
does not have to be issued unless the 
employee asks for it. 


Self-insured plans 


This is a type of group insurance whereby 
disability income is provided for employees by 
the employer. Payments from such plans are 
insurable but do not prevent an interruption 
of earnings for benefit purposes. Therefore, 
the ROE must be issued within five calendar 
days of the last day of work or within five 
calendar days after the employer learns of the 
interruption of earnings, whichever is later. 


12 Workers aged 65 


UI coverage ends for employees at the begin- 
ning of the month following their 65th birth- 
day. If the employee continues to work, the 
ROE must be issued within five calendar days 
of the last day of the month of the birthday. 

If the employee’s last day of work is before 
the end of the month he or she turned 65, the 
ROE must be issued within five calendar days 
of the last day of work. 

When you issue ROEs to people age 65, 
even though they may continue working, 
please advise them to file a UI claim at their 
nearest CEC since they may be eligible for a 
special severance benefit from UI. 


1 3 Part-time or 
temporary workers 


Some part-time or temporary employees may 
work intermittent periods, so an interruption 
of earnings may occur frequently. For exam- 
ple: employees may work on a regular basis 
every other week, a few days a month or on 
an on-call basis. 

An ROE does not have to be issued each 
time there is an interruption of earnings unless 
it is requested by the employee or the Com- 
mission. Employers must, however, be able to 
provide a list of the weeks of insurable employ- 
ment if the Commission asks for it. For these 
employees who work on a part-time or 
sporadic basis throughout the year and have 
frequent interruptions of earnings, an ROE 
must be issued within the five calendar day 
time limit when: 


¢ it is requested by the employee; 


e the employee is no longer on the employer’s 
supply list; 


e the employee did not work for a period of 
30 days; or 

e it is requested by the Commission. 
An ROE must not be issued unless there 


has been an interruption of earnings or unless 
it is requested by the Commission only. 


1 4 Mass lay-offs 


During a mass lay-off (or as a result of a 
labour dispute) you may find it difficult to 
issue ROEs within the five calendar day time 
limit. If so, contact your local CEC who can 
make special arrangements to help you. Even- 
tually, an ROE will have to be issued for each 


employee who had an interruption of earnings. 
Specific groups 


1 of workers 


Special rules apply to workers in certain oc- 
cupations, such as commissioned salespersons 
or teachers. These rules generally cover the 
calculation of insurable earnings and weeks of 
insurable employment. They may affect how 
you complete certain items on the ROE. 


Commissioned salespersons 
The earnings of commissioned salespersons are 
generally calculated on a annual basis. This 
affects how you complete the ROE. Details are 
found in paragraphs 64, 65 and 66. 


Teachers 

Full-time teachers are normally employed 
under 52-week contracts of service. These con- 
tracts of service include a period when the per- 
son does not teach. 


This will affect how you complete the 
ROE. Details are found in paragraph 67. Con- 
tact your local District Taxation Office directly 
for special rules regarding teachers. 


Note: There are also special rules for lumber- 
ing, logging and railway workers, taxi 
and passenger vehicle operators, 
barbers and hairdressers and workers 
hired through placement or employ- 
ment agencies. The RCT booklets are 
available at your District Taxation 


Office. 
1 6 What is an employer’s 
legal responsibility? 

Failure to issue an ROE within the time limit 
is a breach of Section 123 of the UI Act. On 
conviction, the employer may be subject toa 
fine not exceeding $500 or imprisonment for 
a term not exceeding six months or both. 

Penalties for making false or misleading 
statements are covered in Section 122 of the 
UI Act. Anyone who makes false statements 
about a person’s insurable employment and = 
insurable earnings is guilty of an offence. On 
summary conviction, he or she may be fined 
not less than $200 and not more than $5,000. 

In addition, in appropriate cases, he or she 
may be fined not more than double any 
benefits paid as a result of making false 
statements or both fined and imprisoned for 


a term not exceeding six months. 
1 How to get Records 
of Employment 


You can order blank ROEs by mail, telephone 
or in person from your CEC. The Commis- 
sion will need to know your RCT employer ac- 
count number, the registered name of your 
firm and your address. If someone from your 
firm is picking up the forms, they will be ask- 
ed to show some identification and sign the 
requisition form. You should keep a list of the 
serial numbers of the blank forms. If any 
forms are lost or stolen, tell the Commission 
at once, giving the serial numbers. 

ROEs are valuable documents. The supply 
of these forms to employers is controlled by 
the Commission. The serial numbers of ROEs 
issued to each employer are recorded by the 
CEIC. 

Accounting firms who issue ROEs for 
other businesses can obtain blank ROEs us- 
ing their own RCT number. 

Many small businesses have their payroll 
kept by private self-employed bookkeepers 
who don’t have an RCT number. In these 
cases, to order a supply of ROEs, bookkeepers 
must give the Commission one of the RCT 


umbers of a business for which they issue 
OEs. This number should be recorded in 
em 16 of the Record of Employment (please 
fer to Paragraph 36). 


1 Void, surplus or 
obsolete Record of 
Employment forms 


‘oid forms 


’o not change the figures entered in Item 12 
r Item 20A, if you make an incorrect entry. 
astead, complete a new ROE form and 
estroy the incorrect form by hand or machine 
iredding. 


urplus forms 


Mused ROEs should be returned to your local 
EC. 


Ybsolete forms 


lease do not use obsolete forms. The follow- 
ig obsolete forms should be destroyed: 
eparation Certificate (UIC 11-64) and the 
ng, green Record of Employment form (UIC 
1-03). The Commission cannot process these 
rms because they do not give enough infor- 
jation and are incompatible with current data 
apture systems. Use only the 10’”’ X 11”’ 
‘ecord of Employment form EMP.2106. All 
reviously issued forms are obsolete and 
10uld be destroyed. 


| Protecting employee’s 
privacy 


iformation collected on the ROE can be used 
| the administration of the employment and 
enefit programs of the Canada Employment 
id Immigration Commission. It is collected 
y the Commission under the authority of the 
nemployment Insurance Act. The employee 
» whom the information relates has access to 
ie Commission’s copy on request. 


WARNING 


_ Anyone who makes a statement to the Com- 
mission they know to be false or misleading 
about a person’s employment, their insurable 
earnings, or the interruption of those earn- 
ings, is guilty of an offence and is liable to 
a fine and/or imprisonment. 

This guide contains general information 
only. When a question arises, the Unemploy- 
ment Insurance Act and Regulations must 
govern. 


Bt Employment and immigration Canada Emploi et Immigration Canada ¢ When completing this form by hand please use a ball point pen anc 
press firmly. 


RECORD OF EMPLOYMENT RELEVE D’EMPLOI! © Si vous remplissez le formulaire a la main, veuillez utiliser un stylo é 
bille, et bien appuyer. 


Y me Serial No. - N° de série Yam Serial No. of record amended or replaced 17. 
N° de série du relevé modifié ou remplacé 
Guide, para. 21 For employer's use Rol L = 9 CG ] 8 
Réserve a l‘employeur > 
LA 


Ki Employer's Name and Address - Nom et adresse de I‘employeur AE: Additional Monies Paid or Payable on or after Termination of Employment 


PA | S VA N +S | ra RA G E Autres sommes payées ou payables au moment de la cessation d'emploi ou aprés 


Vv 
| (A) Vacation pay - Paye de vacances 
2469 PROFIT DRIVE mis : 
Postal Code - Code postal (B) For statutory holidays after termination - enter date of holiday and amount. 


You R V | LLE | oO NT. K, 2 (2 4: x 1 Pour fétes légales aprés APRIL. - a la date de la fe et /e vo 2 , 


s 


ft Employer Acct. No 


F | ° de compte de I’employeur 4 RC-/ A ? Rik S 5 ( ‘ey OO 


[- a Employee’s Name and Address - Nom et adresse de I‘employé (C) Other monies (explain) - Autres sommes (préciser) 


HAMILTON, PAUL W. 


Guide, para. 41 


$ 


Bite Pay period type (weekly, bi-weekly, etc.) Final pay period ending date 
| | g Genre de période de paye Date de /a fin de la derniére 
°e (hebdomadaires, de quinzaine, etc.) période de paye 
Guide, para. 42 B Et ¥ AP Z. (q 85 
YOURVILLE ONT. KAS 1Z2 \|- WEEKL RILZ, 
yea Employee's Occupation - Profession de /’employé Employee's Social Insurance No. M208 insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
N° d’assurance sociale de l‘employé earnings for the insurable weeks shown in item 12, up to a macciurilokeeananaiie weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commencant par la derniere période de paye, 
RU D inscrire le montant de /a rémunération assurable des semaines d'emploi assurable REMTEES a la case 15 
T jusqu’a un maximum de 20 semaines.) Guide, para. 43 
Es aa | | ‘ 7 
First Day Worked D-J M Y-A Last Day Worked - = * P.P. Except. | * , P.P. Except. 
Premier jour > Dernier jour > Insurable Earnings “weeks” Insurable Earnings “weeks” 
de travail / / 7 8 de travail P:P: Rémuneération assurable P.P. except. FP Rémunération assurable P.P. except. 
Guide, para. 28 | if fi Guide, para. 29 “semaines” “semaines” 


m U.I, premiums payable up to 


| 
Cotisations d’assurance-chémage payables jusqu‘au > 1 11 
Guide, para. 30 O. 
4 _—t 


m Number of insurable weeks for which U.|. premiums were payable in the last 52 


weeks or since the last record of employment was issued by you to this employee, 2 12 
Whichever is less O. 00 
alt at 


Nombre de semaines assurables a ’égard desquelles des cotisations d’A.C. étaient 
|payables depuis les 52 derniéres semaines ou depuis le dernier relevé d'emploi 
| délivré par vous a cet employé, le nombre le moins élevé étant retenu 3 13 

| Guide, para. 31 
Please print this number in words - Veuillez inscrire ce nombre en lettres moulées 


4 14 
ike Paid sick/maternity leave or group wage loss indemnity payments payable after date shown in item A 

11 - if Known, enter amount in ‘“Comments’’ block below. 5 15 

Congé de maladie/maternité payé ou indemnités payables en vertu d‘un régime collectif d’assurance- 

salaire apres la date indiquée dans /a case 11 - si vous en connaissez le montant, inscrire celul-ci dans | | 
| la case “Observations” ci-dessous. Guide, para. 32 
/} From > D-J M Y-A For Weeks/Days 6 16 

Du Pour Semaines/Jours 
i i [ | 


4 Reason for issuing this record - Raison du présent relevé 


7 tly 
Reason - Raison Reason - Raison uk e a 
Shortage of work Pregnancy 
A Manque de travail Grossesse 8 R50 00 18 
SS ee < = . e | 


B Strike or lockout Retired (other than age 65) + 
Gréve ou lock-out Retraite (raison autre que 65 ans) 
wc Geaeeny fs oP a ne Ww Enter 9 {| 19 
G Return to school ork sharing Gode e 


Retour aux études Travail partagé Inscrire 


‘ j le code 
D Illness or injury Apprentice training 10 20 
Maladie ou blessure Formation par apprentissage ad i ny } 


Other (explain below) 
5 ; (A) Total of all entries (rounded to nearest dollar) 
E Départ volontaire IPR Te PIOCSOL Ch eas D Montant total (arrondi au dollar prés) $ 6 } 3 00 


Guide, para. 34 


Comments - Observations (B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


PAID SICK LEAVE EIGHT SIX SEVEN THREE 


21. 
~~ Telephone number of issuer 
Numéro de té/éphone du signataire 


FROM NARCH 25- © DAYS 


Area - Région . - Poste 


613837/2099| (6 


Expected date Not returning Wnknowna ¥¥m | am aware that it is an offence to make false entries and hereby certify that all statements on this form are true. 
of recall ROO HOE DereinOn Je reconnais que toute fausse déclaration constitue une infraction et j‘atteste, par ies présentes, que toutes /es 


Date prévue de rappel prévu IG déclarations faites sur ce formulaire sont véridiques. 
B.c.JORES 


—_—____1___1_ - - . Guide, para. 17 
& RCT No. used to obtain this form if 

Name of issuer - please print 
Nom du signataire (en lettres moulées) 


i item 
N° de compte a RC-/ utilisé pour obtenir 
ce formulaire, s'il différe de la case 5 re of tssuer 


Guide, para. 36 Signature 


pe as 


Employer: In which official language do you wish us to Te 23. 


D-¥. M Y-A 
communicate with you? French : 
Employeur: Dans quelle langue officielle désirez-vous que | Francais Rate ofesues Date ce erence > g & 

vet 


nous Communiquions avec vous? 
EMP. 2106 (8-82) 


EMPLOYEE’S COPY, PART ONE — DO NOT DETACH FROM PART TWO 
had COPIE DE L’‘EMPLOYE, PARTIE UN — NE PAS DETACHER DE LA PARTIE DEUX PART 


Canada THIS FORM MAY ONLY BE USED BY THE EMPLOYER TO WHOM IT WAS SUPPLIED PARTIE 


CE FORMULAIRE DOIT ETRE UTILISE UNIQUEMENT PAR L’EMPLOYEUR AUQUEL IL EST DESIGNE 


How to complete the 
Record of Employment 


This part of the guide takes you step-by-step 
through the ROE form. This will help you to 
complete each item correctly. Remember that 
you are making four copies. If you are com- 
pleting it by hand, use a ballpoint pen and 
print firmly. You may use a typewriter if you 
wish. The form can also be completed by 
computer. 


(Note: “Paragraph” refers to sections in the 
guide. “Item” refers to sections of the ROE 
form.) 


Item 1 — 
Form serial number 


? Item 2 — Serial 
number of Record of 
Employment amended 
or replaced 


You do not need to make an entry here unless 
you are completing a form to amend informa- 
tion given on an earlier form or to replace one 
already issued. When this happens, enter the 
serial number of the ROE being replaced. 
If an employee lost or misplaced the ROE 
and asks you for another, you can photocopy 
the one you have kept with your payroll 
records (Employer’s copy — Part 4). You 
must countersign the photocopy and show a 
telephone number where the Commission can 
reach you, to confirm that the copy is valid. 
You will have to issue a new ROE if the Com- 


mission asks for it. 
? Item 3 — Employer’s 
name and address 


Enter the business name and address as used 
on your Tax Deduction — Canada Pension — 
Unemployment Insurance Remittance Return 
(Form PD7A-PD7AR). 

Item 4 — 


) 23 Postal code 


Please type or print clearly the postal code for 


| your business address. 
RCT employer 


account number 


This must be the same account number as used 
on your Tax Deduction — Canada Pension — 
Unemployment Insurance Remittance Return 


Item 5 — 


(Form PD7A-PD7AR) for remitting UI 
premiums for this employee. 


Note: Federal government departments and 
agencies must use the RCT employer 
account number specified in Treasury 
Board instructions. The Department of 
National Defence has separate RCT 
employer account numbers for 
members of the Canadian Armed 
Forces (regulars and reserves). 


If your business has more than one 
employer account number or your ROEs are 
completed by an accounting firm, see 


paragraph 36. 
2, Item 6 — Employee’s 
name and address 


Please give the family name first, then full first 
name and initials. Please enter this informa- 
tion clearly. Include the employee’s postal 


code if known. 
9) Item 7 — Employee’s 
occupation 


Give an accurate one- or two-word description 
of the employee’s usual occupation. For ex- 
ample: sales clerk, stock clerk, auto mechanic, 


construction labourer. 
Social Insurance 


27 
Number (SIN) 


It is very important to enter the employee’s 
correct SIN. A claim for UI benefits can not 
be processed without it. It is used to identify 
and locate a UI claim. 

Item 9 — 


28 First day worked 


Enter the actual day the employee started to 
work. 

If you do not know the actual first day 
worked and the employee has worked for you 
for more than two years, enter the date exact- 
ly two years before the interruption of 
earnings. 

If the employee has worked for you on 
several occasions, the date to be entered is the 
start of the most recent period in which the 
worker returned to work (that is, since you last 
issued an ROE to this person). When UI 
premiums were paid or payable for a holiday 
after a previous period of employment, enter 
the date(s) of the holiday and the earnings for 
the holiday in the ‘‘Comments’’ section of 
Item 14. 


Item 8 — Employee’s 


Item 10 — 
Last day worked 


29 


Enter the actual date the employee last per- 
formed services for you. If you are issuing an 
ROE for someone who has reached age 65 and 
continues working, this will be the last day of 
the month in which the birthday occurred. 


Item 11 — 
UI premiums payable 


30 up to 


The date to be entered here is the last day for 
which you pay UI premiums for this employee. 
This is usually the date of the interruption of 
earnings and the same as the last day worked. 
When this date is after the last day worked, 
briefly explain why in the ‘‘Comments’’ sec- 
tion of Item 14. 


The exceptions 

1) The last day for which UI premiums are 
payable will be before the last day worked 
when an employee has earnings that were 
not insurable in the last period of employ- 
ment. For example: an employee may work 
full time up to May 1 and part-time bet- 
ween May | and May 15, and not earn the 
minimum amount or be employed the 
minimum hours to be insurable from May 
2 to May 15. UI premiums are payable up 
to May 1, not to the last day worked (May 
15). You would enter May 1 in Item 11. 


2) The last day for which UI premiums are 
payable will be after the last day worked 
when an employee is laid off at the end of 
a paid vacation period, gets paid sick, 
maternity or adoption leave, or worker’s 
compensation top-up payments that are in- 
surable or is on paid preretirement leave. 
For example: an employee’s last day work- 
ed was May 15, but he has a paid vacation 
period from May 15 to May 31. UI 
premiums are payable up to May 31. Enter 
May 31 in Item 11. 


Another example: an employee’s last day 
of work was May 15. From May 15 to May 
31, the employee received paid sick leave 
payments which were insurable. After May 31, 
these payments dropped below 60 per cent of 
his normal weekly insurable earnings. In this 
case, enter May 31 in Item 11. 


Note: If the paid sick leave payments continue 
after the date shown in Item 11, the date 
these payments would start and the 
number of weeks for which they are 
payable should be entered in Item 13. 
If these earnings are insurable, they 
must be reported on the next ROE. 


3 Item 12 — Number 
of weeks of insurable 
employment 


If the employee worked for you at least a year, 
enter the number of weeks of insurable 
employment in the 52 weeks before the date 
noted in item 10 or 11, whichever is later. If 
the employee worked for you for less than a 
year, enter the number of weeks of insurable 
employment in the period between the first day 
worked (Item 9) and the date noted in Item 11. 

If you are not sure which weeks were in- 
surable, please refer to paragraphs 4 and 5. 

How you calculate the number of weeks of 
insurable employment depends on the kind of 
pay period you use. 

If your pay period is weekly, bi-weekly or 
every four weeks, you will simply total the 
weeks of insurable employment in the last 52 
calendar weeks or in the period between the 
first day worked and the date in Item 11, if 
the employee worked for you for less than a 
year. Remember to add any weeks that were 
insurable because holiday pay was paid before 
the last period of employment started and that 
were not included on the last ROE. 

Weeks of insurable employment for 
employees whose earnings are determined an- 
nually, like teachers and commissioned 
salespersons, will normally be calculated on 
the basis of a weekly payroll. See paragraph 
54. When in doubt, please contact your nearest 
RCT district office. 

If your pay period is semi-monthly or 
monthly, total the number of complete in- 
surable pay periods between the dates noted 
in items 9 and 11. Multiply the number of 
complete insurable pay periods by 2 1/6 for 
semi-monthly pay periods or by 4 1/3 for 
monthly pay periods. Add to this the total 
weeks of insurable employment from any par- 
tial pay periods. Include any weeks in which 
holiday pay was paid and was insurable before 
the last period of employment started and that 
were not included on the last ROE. If the total 
results in a fraction, consider it as a full extra 
week (for example: 21 2/3 will be entered as 
22 insurable weeks of employment in Item 12). 


Item 12A — Print this number 
in words 


Always use two digits when entering the 
number of weeks. For example: nine weeks 
would be shown as 09. Then print the number 
in words in the space below. In this example, 
enter ZERO NINE. 


10 


Item 13 — Paid 
sick/maternity/adoption 
leave or wage-loss 
indemnity payable 
after date shown in 
Item 11 


If, after the date in item 11, the employee will 
get paid sick, maternity or adoption leave, or 
if the employee is eligible for payments under 
a group wage-loss indemnity plan, enter the 
date these payments start and the weeks or 
days for which they are payable. Enter the 
amount of payments or the percentage of 
salary to be paid, if known, in the space for 
comments in Item 14. This information is im- 
portant because these payments affect the 
amount of UI benefits the claimant gets. 


3 


Note: If sick, maternity or adoption leave 
payments, or payments under a sel/f- 
insured group wage-loss indemnity plan 
meet the minimum insurable earnings 
for the pay period, these payments 
would continue to be insurable. 
Premiums would be payable on these 
earnings. This may affect the number 
of weeks of insurable employment and 
the amount of insurable earnings you 
would show on the employee’s next 
ROE. Third party group wage-loss 
payments, however, are not normally 
insurable. 


3 Item 14 — Reason for 

issuing this Record of 
Employment 

Enter one of the following code letters to show 

why there has been or will be an interruption 


of earnings in the box on the right hand side 
of this item. 


Code A — Shortage of work 


The interruption of earnings may be caused 
by, for example, a plant shutdown, decreas- 
ed production, bad weather, fire hazard or job 
completed. 


Code B — Strike or lockout 


The interruption of earnings is caused by a 
strike or lockout at the place of work. 


Code C — Return to school 


The employee has left the job to go to school 
or university. 


Code D — Illness or injury 


The interruption of earnings is caused by 
illness, injury or quarantine. 


Code E — Quit 

The employee voluntarily left the job. If you 
know the reason, give this information in the 
space provided for comments. 


Code F — Pregnancy 
The employee’s interruption of earnings i: 
caused by pregnancy. 


Code G — Retired 


Use this code only if the employee has retirec 
before reaching age 65. Give the reason fo: 
retirement such as voluntary, health reason: 
or company policy. If the employee has reach 
ed age 65, use Code K (‘‘other’’) and writ 
‘tage 65”’ in the space provided for comments 


Code H — Worksharing 


If your company negotiated a worksharins 
agreement with the Commission and thi: 
employee is covered by that agreement, ust 
this code. 


Code J — Apprentice training 
Under provincial legislation, some apprentice; 
must take training as a condition of their ap 
prenticeship. Use this code when you are is 
suing an ROE for such an apprentice. 


3 4 Code K — Other 


If the ROE is being issued because thi 
employee has reached age 65 or for some othe 
reason is not covered by a code on the form 
enter ‘‘K’’ in the box to the right. 

In the space provided for comments below 
enter the reason. For example, ‘‘age 65’’ o 
‘adoption leave’’. If the employee has bee! 
fired, just enter ‘‘fired’’. The Commission wil 
ask you for more details at a later date. 


Comments 


Use this space: 


© to explain why the date in Item 11 is liste 
after the date in Item 10; 


® to explain the use of code ‘‘K’’ — for ex 
ample, enter ‘‘age 65’’ or ‘‘leave withou 
pay for adoption’’; 


® to indicate the employee’s hourly rate o 
pay when the dollar value is less than th 
minimum for the pay period, but th 
employee has met the minimum hourly re 
quirement and is insurable; 


e to record any monies paid in contemple 
tion of, on, or after the separation fror 
employment if there is insufficient space i 
Item 18; 


e for other comments — for example, to in- 
dicate that an employee is entitled to receive 
money from other sources such as a union 
sick leave plan, supplementary unemploy- 
ment benefits, or payments for a statutory 
holiday paid before the first day of work 
shown in item 9. 

If the employee was fired, no explanation 
should be entered because the Commission will 


contact you for more details. 
3 Item 15 — Expected 
date of recall 


If you expect the employee to come back to 
work for you, enter the expected date of recall. 
This usually occurs in cases of illness or in- 
jury, pregnancy, adoption leave or a tem- 
porary lay-off. If there is a possibility of retur- 
ning but the date is unknown, check the 
‘‘unknown’’ block. 

If the employee will not be returning and 
there is a complete severance of the relation- 
ship between the employee and the employer, 


check the ‘‘not returning’’ block. 
this form if different 
from Item 5 
The number entered in item 5 must be the same 
as the RCT employer account number used to 
pay that employee’s UI premiums. If this 
number is different than the one used to ob- 
tain ROEs from the Commission, enter in this 
item the RCT number that was used to obtain 
the ROEs you are completing. 

Some business have their payroll records 
kept by accounting firms. If the accounting 
firm has obtained ROEs from the Commis- 
sion using its own RCT number, the accoun- 
ting firm’s number should be entered here. 

Item 17 — 


37 For employer’s use 


Use this space to record your file reference 
such as payroll or badge number. This will 

help you locate your file copy of the ROE if 
a Commission official contacts you to clarify 
! the information reported on it. 


Item 16 — RCT 
number used to obtain 


| 3 Item 18 — Additional 

monies paid or payable 
| on or after termination 
: of employment 


For the payment of unemployment insurance 


benefits, certain kinds of payments are con- 
sidered to be ‘‘earnings’’. If a claimant receives 
such payments, the CEIC allocates the money 
on the basis of the claimant’s normal weekly 
earnings and the payment of benefit does not 
begin until the weeks of ‘‘earnings’’ have run 


out. 
Item 18A — 


39 Vacation Pay 


As of March 31, 1985, enter all amounts of 
vacation pay paid or payable in contemplation 
of, on, or after the separation from employ- 
ment. If vacation pay is paid into a trust fund 
enter the term ‘‘trust fund’’ and the amount. 
Vacation pay paid on a pay period basis 
should be used to top-up the insurable earn- 
ings in that pay period up to the maximum. 
40 Statutory holidays 
after termination 
Statutory holiday pay, paid or payable, is ear- 
nings for the purpose of unemployment in- 
surance benefits. Enter the holiday date and 


the amount for statutory holidays that occur 
after the last day worked. 


Item 18B — 


Note: If you do not know whether or not the 
statutory holiday is insurable, please 
contact the Source Deductions section 
of your District Taxation office. 

Item 18C — 


41 Other monies 


As of March 31, 1985, if any of the following 
payments are paid or payable in contempla- 
tion of, on, or after the separation from 
employment, enter the type of payment and 
the amount: 


Severance pay 
Retirement benefits (lump sum) 


Accumulated retirement or sick leave credits 
(lump sum) 


Bonuses or gratuities 

Wages in lieu of notice 

Retroactive payments of wages 

All other monies except pensions (please 


specify) 


If there is insufficient space, please use the 
‘‘comments’”’ section in Item 14. 


4 Item 19 — Pay period 
type and final pay 
period ending date 


Indicate the type and the actual ending date 
of the final regular pay period in which the 
interruption of earnings occurs. For example: 
your pay period ends on the 15th of the month 
but the interruption of earnings occurs on the 
10th. Enter the 15th as the final pay period 
ending date. 

The type of pay period may be one of the 
following: weekly, bi-weekly, semi-monthly, 
monthly or 13 pay periods a year. Any other 
type of pay period, such as annual contracts 
of service for teachers or commissioned 
salespersons must be reported as stated in 


Part 4. 
Insurable earnings 


by pay period 


How you complete this item will depend on 
the kind of pay period you use. Make one 
entry for the insurable earnings in each of the 
pay periods that cover the last 20 weeks of in- 
surable employment. Except for weekly pay 
periods, one additional entry could be made 
in the (p.p.) pay period exception column. 
Make an entry under pay period exceptions 
only if the employee’s earnings were not in- 
surable for a// the weeks or part weeks in the 
pay period. For example: in a bi-weekly pay 
period, an employee had insurable earnings in 
only one week. You would enter the figure | 
in the pay period exceptions column. This 
shows that the insurable earnings for that pay 
period apply only to one week of insurable 
employment. 

Show dollars and cents for all entries for 
each pay period. 

In case of employer bankruptcy please con- 
tact your local Canada Employment Centre 
for guidance on completion of items 12 and 
20 on the Record of Employment. 


Item 20 — 


) The first entry 


4 item 20 


The first entry should show the insurable ear- 
nings for the final pay period. If you used an 
estimate to determine the amount of insurable 
earnings in the final pay period, include the 
term ‘‘est’’ beside the amount. You will have 
to issue a new ROE with the exact amount if 
the employee or the Commission asks for it. 


11 


Insurable earnings 
in the 20th week 


4 
item 20 


If an employee has more than 20 weeks of in- 
surable employment, the 20th week may not 
coincide exactly with a full pay period. To 
determine the insurable earnings for the 20th 
week (the last entry), calculate the portion of 
the insurable earnings in the pay period in 
which the 20th week falls. Refer to paragraph 
58 Table D for semi-monthly pay periods and 
paragraph 61 Table F for monthly pay 
periods. 

Remember, the minimum and maximum 
weekly insurable earnings normally change an- 
nually. (See tables A and B in paragraphs 52 
and 53). 


Item 20A — Total of all entries 


When completing this item, round off the total 
of all entries to the nearest dollar. Enter the 
total in the space below. The amount to be 
entered must fill all four blocks. For example: 
if the amount is $950.49 enter it as 09 5 0. 


Item 20B — Total amount 
in words 


Print the total amount in words. In the above 
example, this would be ZERO — NINE — 


FIVE — ZERO. 
4 Item 21 — Telephone 
number of issuer 


Be sure to include the area code and extension 


number. 
4 Item 22 — Signature 
and declaration 


The employer or an authorized person must 
sign the completed ROE in this space. The 
signature certifies that all statements on the 
ROE are true. The name of the person who 
has signed the form should be typed or printed 
clearly in the space to the right. 

If the ROE has been completed entirely by 
computer and no changes have been made, the 
name of the authorized person may be printed. 
Otherwise it must be signed. 


Note: Once you have entered the number of 
weeks of insurable employment and the 
amount of insurable earnings, these 
figures must not be changed. If you 
make a wrong entry, complete a new 
Record of Employment. The incorrect 
ROE must be destroyed by hand or 
machine shredded. 


12 


4 Item 23 — 
Date of issue 


Enter the date the ROE is completed on. 


When all items on the ROE have been 
completed: 


e Separate the copies 
Separate the copies carefully by removing 
the right-hand edge first. This will release 
the carbon sheets. The copies may then be 
easily separated by removing the left-hand 
edge. Do not attempt to separate the first 
two copies. 


e Employees’ copies 

Give or send the first two copies to the 
employee. Both these copies are white. 
They are marked Employee’s copy — Part 
1 and Part 2. These copies may be folded 
for mailing. If for any reason, you cannot 
give your employee the ROE personally, 
you cannot mail it, or it is returned 
undelivered, keep the employee’s copy until 
the employee or the Commission asks for 
it. If you have not been asked for it within 
two years after the employee stopped work- 
ing, you may destroy it. 


e Commission’s copy 

Mail the third (yellow) Commission’s copy 
to Box 9000, Bathurst, New Brunswick, 
E2A 4L8, in the envelope provided. Do not 
fold this copy. More than one copy of an 
ROE may be sent in an envelope. This copy 
must be mailed the same day Parts 1 and 
2 are issued to the employee. 


Do not send anything but the Commission’s 
copy of completed Records of Employment to 
Box 9000, Bathurst, New Brunswick, E2A 
4L8. All requests for blank ROE forms and 
any other correspondence must go to your 
local CEC. 


e Employer’s copy 
UI regulations require that you retain the 
fourth copy (green or pink) with your 
payroll records. It can be destroyed only 
if you get written authorization from RCT. 


Instructions by type 


of pay period 
General information 


4 on completing Item 20 


These instructions will tell you how to com- 
plete item 20 (insurable earnings) depending 
on the kind of pay period you use. For 
employers with semi-monthly and monthly 
pay periods there are also instructions for 
calculating the weeks of insurable employment 
and for determining insurable earnings for 
partial pay periods. 

Please note that for item 20, when the 
employee’s earnings are at the maximum for 
each pay period, you do not have to enter the 
amount for each one. Just write the amount 
(for example, $920.00 for a bi-weekly pay 
period) in the first and last entry and draw a 
line through the blocks in between. But 
remember, you will sometimes be entering 
weeks from the previous calendar year when 
the maximum was lower. In that case, enter 
the amounts from the previous year in the 
same way. 


Minimum and 
maximum insurable 


earnings 


The employment of employees who either earn 
20 percent of the maximum insurable earnings 
or work 15 hours a week is insurable. Table 
A gives the minimum and maximum levels of 
earnings or hours of employment required to 
be insurable for various types of pay periods 
in 1985. 

Table B shows the minimum and maximum 
levels of earnings or hours of employment that 
was insurable for various types of pay periods 
in 1984. 


5 1 Important Note 


To be insurable in 1984 or 1985, an employee 
needs to meet only one of the minimum 
requirements. 
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Table A — Range of 
insurable earnings for 
various pay periods 
in 1985 


Earnings 


Earnings 
or from 


Pay period Mana 


weekly 15 hours 460.00 


bi-weekly 30 hours 920.00 
semi-monthly 33 hours 996.66 
monthly 65 hours 1,993.33 
13 pay periods 60 hours 1,840.00 


a year 


Table B — Range 
of insurable earnings 
for various pay 
periods in 1984 


5 


Earnings 


Earnings 
or from 


Pay period Maximum 


425.00 


weekly 15 hours 


bi-weekly 30 hours 850.00 
semi-monthly 33 hours 920.83 
monthly 65 hours 1841.66 
13 pay periods 60 hours 1700.00 


a year 


13 
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5 4 Weekly pay period 


f the employee has had 20 or more weeks of 
isurable employment, make an entry in all 
0 spaces, starting with the final insurable pay 
eriod. If the employee had a week or weeks 
f employment that were not insurable, you 


sky Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 


Guide, para. 42 W E EKLY 


Final pay period ending date 
Date de la fin de la derniére 
période de paye 


NARGRH 20, [985 


will have to go back further than 20 weeks in 
your payroll records to obtain the 20 weeks 
of insurable earnings. If the employee has less 
than 20 weeks of insurable employment, enter 
the insurable earnings for each week that was 
insurable. 

There are no entries in the pay period ex- 
ceptions column for weekly pay periods. 


H Insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commencant par la _derniére période de paye, | 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées a la case 1 


jusqu’a un maximum de 20 semaines. ) Guide, para. 43 


Remember, a week in which the employee 
did not earn either the minimum insurable ear- 
nings ($92.00 in 1985) or was not employed 
the minimum 15 hours is not a week of in- 
surable employment. Do not report earnings 
that were not insurable. 

The maximum insurable earnings for a 
weekly pay period in 1985 is $460.00. 


The following chart will help you determine weeks of insurable employ- 
ment and insurable earnings. 


Weekly pay period 


Did employee earn at least $92.00 during the pay period? | 


P.P. Except. 
“weeks” 
P.P. except. 
“semaines” 


Insurable Earnings 
Rémunération assurable 


Rémunération assurable 


P.P. Except. 
“weeks” 
P.P. except. 
“semaines” 


Insurable Earnings 


’ 


460.00 


| 


Employed at least 15 hours in the pay week? | 


Yes 


Pay week is insurable up 
to a maximum of $460.00 


| [: 


Pay week not insurable 
No insurable earnings 


425.00 


Note: Amounts shown on the chart are effective from January 
1, 1985 to December 31, 1985. 


Pay week examples: 


1. Pay week same as calendar week — 


Se Wiercis 


Fos 


5 prs 


S24 608671 27 


2. Pay week not the same as the calendar week — 


Tee 


SacMiosehecnyy Tl 
3 4 


G9 


8 


42 5.00 


10°11 


Fas 
Soe O. al 
12 13 14 


(A) Total of all entries (rounded to nearest dollar) $ 
Montant total (arrondi au dollar prés) 


Z0|” 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


EIGAT NINE TWO ZERO 


Pay week starts on Sth and ends on I Ith. 
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Aules sommes Ppayees VU payauies au moment ve ta Cessaugen U erripiul OU apres 


(A) Vacation pay - Paye de vacances 
Guide, para. 39 $ 


5 Bi-weekly pay period 


If the employee has had 20 or more weeks of 
insurable employment, you will have to make 


(B) For statutory holidays after termination - enter date of holiday and amount. 
Pour fétes légales aprés la cessation d'emploi - inscrire la date de la féte et le montant 


an entry for at least 10 pay periods, starting $ 
with the final pay period. More than 10 en- 
tries will be needed if one week in any pay $ 


period was not insurable. 

In this type of pay period, earnings are in- 
surable for both weeks if the employee had 
earnings or was employed in each week and 
the earnings received or hours employed are 
at least the minimum for the pay period 
($184.00 or 30 hours in 1985). 

When the earnings in the complete pay 
period do not meet the minimum for this type 
of pay period, insurability must be determin- 


(C) Other monies (explain) - Autres sommes (préciser) 
Guide, para. 41 


Mm Pay period type (weekly, bi-weekly, etc.) Final pay period ending date 
Genre de période de paye Date de /a fin de la derniére 
(hebdomadaires, de quinzaine, etc.) période de paye 


Guide, para. 42 Bt WEEKLY FEBRUARY 20 ; IaeF 


BR insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of m0 insurable weeks.) 

Rémunération assurable par période de paye (P.P.*) (En commencant par la dermiére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées a la case 3 
jusqu’a un maximum de 20 semaines.) Guide, para. 43 


is 7 * if P.P. Except. | * , P.P. Except. 
ed on a pay week* basis. Enter the insurable insurable Earnings “weeks” insurable Earnings “weeks” 
Rake Rémunération assurable P.P. except. PRs Rémunération assurable P.P. except. 


“semaines” 


earnings for the pay week that was insurable 
and the figure 1 in the pay period exceptions 
column. 

When an employee has more than 20 weeks 
of insurable employment, the insurable earn- 
ings for only 1 week may be needed to cover 
the 20th week. In such a case, the last insurable 
earnings to be entered in item 20 will be the 
total insurable earnings in the bi-weekly pay 
period divided by two. 

If the employee has less than 20 weeks of 
insurable employment, enter the insurable ear- 
nings for each complete and partial pay 
period. 

The maximum insurable earnings for a bi- 
weekly pay period in 1985 is $920.00. 


} “semaines” 


1 | 730.65 "| £2600 | | 


T + 


2| 420.00 : 


+ 4 


3 13 


720.00 
* | 850.00 


>: 


* Note: See paragraph 3 for the definition of 
a pay week. 


cag 


850.00 [ 


10 2 20 
e 
‘tees 
(A) Total of all entries (rounded to nearest dollar) $ 00 
Montant total (arrondi au dollar prés) 2 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


EIGHT TWO NINE ONE 


FESBGOSGOOOOOOOOOOOU OOOO OO? 
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The following chart will help you determine weeks of insurable employ- 


ment and insurable earnings in a bi-weekly pay period. 


Bi-weekly pay period 


[ Did employee earn at least $184.00 during the pay period? 


ves 


| Employed at least 30 hours during the period? 


— 
Employed in each pay week of the pay period? | 
Yes 


Earned at least $92.00 or employed at 
least 15 hours in either pay week? 


¢ two weeks of e¢ one week of © pay period not 
insurable insurable insurable 
employment employment e no insurable 
e insurable e insurable earnings earnings 
earnings up to up to a maximum 
a maximum of of $460.00 
$920.00 


Note: Amounts shown on the chart are effective from January 
1, 1985 to December 31, 1985. 


Pay week examples: 
Bi-weekly pay period 
1. Pay weeks are the same as calendar weeks — 


-& forse 1, oansay Seite 't Ln gal Goes atte 
1G SO aA. bd. 6, of 
SUMO yorO wv 1s t2 WSs 


The pay period starts the Ist and ends the 14th. 
First pay week starts the Ist and ends the 7th. 
Second pay week starts the 8th and ends the 14th. 


2. Pay weeks are not the same as calendar weeks — 


=r, Ie eh, i APRA oar 
fl (52) 3) Bow 5s 16 EF 
See Oot he Vole 
Wome O° 47 » 48) 19420, 24 


The pay period starts the Sth and ends the 18th. 
First pay week starts the Sth and ends the 11th. 
Second pay week starts the 12th and ends the 18th. 


In the example on the opposite page, in the pay period represented 
by block 10, the minimum insurability requirements for the full 
2-week period were not met. (The employee did not earn at least 
$184.00 or work at least 30 hours in the pay period.) However, 
an interruption of earnings (7 consecutive days of no work or ear- 
nings) did not occur, otherwise a ROE would have been issued at 
that time. 
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~ Semi-monthly 
pay period 
The table below shows how to determine the 


number of weeks of insurable employment in 
complete semi-monthly pay periods. 


Note: Use this table only to convert complete 
semi-monthly pay periods into weeks of 
insurable employment. Partial pay 
periods calculated on a weekly basis 
must be added after the conversion. 


Table C — 

Weeks of insurable employment 
Number of Equivalent 
complete weeks of 

semi-monthly insurable 
pay periods employment 
1 2 1/6 
2 41/3 
3 6 1/2 
4 | 8 2/3 
5 10 5/6 
| 6 13 
7 Tis WAS} 
8 VF 1/3 
9 19 1/2 
10 21 2/3 
a 23 5/6 
ne 26 
13 28 1/6 
14 30 1/3 
15 32 1/2 
16 34 2/3 
Ws 36 5/6 
18 39 
19 41 1/6 
20 43 1/3 
Px) | 45 1/2 
22 47 2/3 
23 49 5/6 
24 52 


How to complete 
item 20: 
Semi-monthly pay 


period 


If the employee had 20 or more weeks of in- 
strable employment, you will have to make 
ar entry for at least 10 pay periods, starting 
wih the final pay period. More than 10 en- 
tries may be needed if any week or part of a 
week in any pay period was not insurable. 
In this type of pay period, earnings are in- 
surable for all the weeks in the pay period if 
the employee either was employed or had ear- 
nings in each week and part-week and the ear- 
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nings received or hours employed are at least 
the minimum for the pay period ($199.33 or 
33 hours in 1985). 

If the earnings or hours of employment do 
not meet the minimum for this type of pay 
period, insurability must be determined on a 
calendar week basis (Sunday to Saturday). 
Enter only the insurable earnings for the week 
or weeks of employment that were insurable 
and the figure 1 or 2 in the pay period excep- 
tions column to show the number of weeks 
that were insurable. (A fraction of a week may 
be required in this column to identify part of 
a pay period which includes the 20th week of 
insurable employment.) 

If the employee has less than 20 weeks of 
insurable employment, enter the insurable ear- 
nings for each complete and partial pay 
period. 

The maximum insurable earnings for a 
semi-monthly pay period in 1985 is $996.66. 

semi-monthly pay 
period 


Item 20 on the ROE is for listing insurable 
earnings by pay period for the last 20 weeks 
of insurable employment or, if less than 20 
weeks, the insurable earnings for the number 
of weeks shown in Item 12. 

How you calculate the insurable earnings 
for the 20th week of insurable employment 
(the last entry) will depend on whether the 
earnings are from a complete semi-monthly 
pay period or a partial pay period in which on- 
ly 1 or 2 weeks were insurable. 


Insurable earnings 
in the 20th week: 


Complete pay period 

If an employee has more than 20 weeks of in- 
surable employment, the 20th week may not 
coincide exactly with the end of a complete pay 
period. To determine the insurable earnings 
for the 20th week (the last entry), calculate the 
portion of the insurable earnings in the pay 
period in which the 20th week falls. 

The table below shows you how to calculate 
the insurable earnings for the part of the pay 
period that includes the 20th week. 

For example, earnings for 1/2 of a week 
from a complete semi-monthly pay period with 
insurable earnings of $996.66 would be 
calculated as 23 % of the complete pay period 
(23/100 x $996.66 = $229.23). 


Table D — Portion of 
semi-monthly pay period and 
percentage of insurable earnings 
that applies to the 20th week 
of insurable employment 
Portion of complete pay Percentage of insurable 
period that includes earnings in the complete pay 
20th week period to be reported 

on the ROE 
1/6 week 7.7 per cent 
1/3 15 
1/2 23 
2/3 30.5 
5/6 38.5 
1 46 
1 1/6 53.5 
11/3 61.5 
tad? 69 
123 valk 
1 5/6 84.5 
2 92 


in 

Note: This table should not be used for the 
partial pay period calculations 
described below. 


Partial pay period 
When you are calculating the insurable earn- 
ings for the 20 weeks, the pay period cover- 
ing the 20th week may not be a complete semi- 
monthly pay period. You would have to 
calculate the earnings from a partial pay 
period consisting of one or two weeks to get 
the total insurable earnings for the 20 weeks. 
As shown in the following example, an 
employee has worked eight complete pay 
periods (a total of 17 1/3 weeks) and two 
weeks of a partial pay period for a total of 
19 1/3 weeks. To establish the total for 20 
weeks, you must calculate 2/3 of the insurable 
earnings from the latest week in the partial pay 
period that covers the 20th week of insurable 
employment. Enter the amount in the earn- 
ings column and 2/3 in the pay period excep- 
tions column. In the following example, ear- 
nings for 2/3 of a week (in 1984) were 
calculated as 2/3 x $425.00 = $283.33. 
Also in the following example, in the pay 
period represented by block 6, the minimum 
insurability requirements for the full semi- 
monthly pay period were not met. (The 
employee did not work or have earnings in 
each week and part-week of the pay period.) 
However, an interruption of earnings (7 con- 
secutive days of no work or earnings) did not 
occur, otherwise an ROE would have been 
issued at that time. 


18. Additional Monies Paid or Payable on or after Termination of Employment 


Autres sommes payées ou payables au moment de la cessation d’emploi ou apres 


Vacation pay - Paye de vacances 
Guide, para. 39 $ 


For statutory holidays after termination - enter date of holiday and amount. 
Pour fétes légales apres la cessation d'emploi - inscrire la date de /a féte et le montant. 


$ 
$ 


Other monies (explain) - Autres sommes (préciser) 
Guide, para. 41 


m Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 
Guide, para. 4: 


SEMI- MONTHLY 


Final pay period ending date 
Date de /a fin de la derniére 
période de paye 


MARCH 15, !985 


f insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 30 insurable weeks.) 


Rémunération assurable par période de paye (P.P.*) (En commencant par la derniére période de paye 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées a la case 1 


jusqu’a un maximum de 20 semaines.) 


Guide, para. 43 


P.P. Except. 


The following chart will help you determine weeks of insurable employ- 
ment and insurable earnings in a semi-monthly pay period. 


Semi-monthly pay period 


[ Did employee earn at least $199.33 during the pay period? 


Employed at least 33 hours in the pay period? | 


oe ] 


Yes 


Yes 


Employed in each calendar week or 
part-week in the pay period? 


[He | 


| Ik 


| Earned at least $92.00 or employed at least 15 hours 


Yes 


during one or more calendar weeks or part-weeks? 


Yes 


Insurable Earnings “weeks” 


Insurable Earnings 
Rémuneération assurable 


Remuneration assurable P.P. except 


P.P. Except. 
“weeks” 
“semaines” 


P.P. except. 
“semaines” 


17 6.66 


i” 


[No | 


e 2 1/6 weeks of 


© one week of insurable 


@ pay period not 


insurable employment for each insurable 

employment calendar week or part e no insurable 
¢ insurable week with earnings of earnings 

earnings up to $92.00 or employment 

a maximum of of 15 hours 


20 


(A) Total of all entries (rounded to nearest dollar) 
Montant total (arrondi au dollar pres) 


18879” 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


EIGHT EIGHT SEVEN NINE 


$996.66 e 


insurable earnings for 
that week or part- 
week up to a maxi- 
mum of $460.00 


Note: Amounts shown on the chart are effective from January 1, 
1985 to December 31, 1985. 


19 


59 Monthly pay period 


The table below shows how to determine the 
number of weeks of insurable employment in 
complete monthly pay periods and the number 
to be shown on the ROE. 


Note: Use this table only to convert complete 
monthly pay periods into weeks of in- 
surable employment. Partial pay 
periods calculated on a weekly basis 
must be added after the conversion. 


Table E — 
Weeks of insurable employment 
Number of complete Equivalent weeks of 
monthly pay periods insurable employment 
1 4 1/3 
2 8 2/3 
3 13 
4 17 1/3 
5 21 2/3 
6 | 26 
7 30 1/3 
8 34 2/3 
9 39 
10 43 1/3 
11 47 2/3 
12 52 


20 


6 How to complete 
item 20: 
monthly pay period 


If the employee had 20 or more weeks of in- 
surable employment, you will have to make 
an entry for at least five pay periods, starting 
with the final pay period. More than five en- 
tries may be needed if any week or part of a 
week in a pay period was not insurable. 

In this type of pay period, earnings are in- 
surable for all the weeks in the pay period if 
the employee was either employed or had ear- 
nings in each week and part-week and the ear- 
nings received or hours employed are at least 
the minimum for the pay period ($398.66 or 
65 hours in 1985). 

If the earnings or hours of employment do 
not meet the minimum for this type of pay 
period, insurability must be determined on a 
calendar week basis (Sunday to Saturday). 
Enter the insurable earnings for the week or 
weeks of employment that were insurable. Put 
a figure 1, 2, 3, or 4 in the pay period excep- 
tions column to show the number of weeks 
that were insurable. (A fraction of a week may 
be required in this column to identify part of 
a pay period which includes the 20th week of 
insurable employment.) 

If the employee had less than 20 weeks of 
insurable employment, enter the insurable ear- 
nings for each complete and partial pay 
period. 

The maximum insurable earnings for a 
monthly pay period in 1985 is $1,993.33. 


6 Insurable earnings 
in the 20th week: 
monthly pay period 


Item 20 on the ROE is for listing insurable ear- 
nings by pay period for the last 20 weeks of 
insurable employment or, if less than 20 
weeks, the earnings for the number of weeks 
shown in item 20. 

How you calculate the insurable earnings 
for the 20th week of insurable employment 
(the last entry) depends on whether the earn- 
ings are from a complete monthly pay period 
or a partial pay period in which only 1, 2, 3 
or 4 weeks were insurable. 


Complete pay period 

If an employee has more than 20 weeks of in- 
surable employment, the 20th week may not 
coincide exactly with the end of a complete pay 
period. To determine the insurable earnings 
for the 20th week (the last entry), calculate the 
portion of the insurable earnings in the pay 
period in which the 20th week falls. 

The table below will show you how ta 
calculate the insurable earnings for the pay 
period that includes the 20th week. For 
example, earnings for 2/3 of a week from a 
complete pay period with insurable earnings 
of $1,993.33 would be calculated as 15 % of 
the complete pay period 
(15/100 x $1,993.33 = $299.00). 


Table F — Portion of the monthly 
pay period and percentage of 
insurable earnings that applies 
to the 20th week of insurable 


employment 
Portion of a complete pay | Percentage of insurable 
period that includes earnings in that pay period 

20th week to be reported on the ROE 
1/3 week 7.7 per cent 
2/3 TKS 

1 23 

14/3 30.5 

12 2/3 38.5 

2 46 

21/3 53.5 

2 2/3 61.5 

3 69 

3 1/3 Seg 

3 2/3 84.5 

4 92 


Note: This table should not be used for thi 
partial pay period calculation describer 
below. 


Partial pay period 

When you are calculating the insurable earn- 
ings for the 20 weeks, the pay period cover- 
ing the 20th week of insurable employment 
may not be a complete monthly pay period. 
You will have to calculate earnings from a par- 
tial pay period consisting of 1, 2, 3 or 4 weeks 
to get the total insurable earnings for the 20 
weeks. 


wh: Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 


oe MONTHLY 


Final pay period ending date 
Date de /a fin de la derniére 
période de paye 


TUNE DO, 1985 


As shown in the example below, an 
employee has worked four complete pay 
periods for a total of 17 1/3 weeks and two 
weeks in incomplete pay periods for a total of 
19 1/3 weeks. To establish the total for 20 
weeks, you must calculate 2/3 of the insurable 
earnings from the latest week in the partial pay 
period that covers the 20th week of insurable 
employment. Enter the amount in the earn- 
ings column and 2/3 in the pay period excep- 
tions column. In the following example, ear- 


nings for 2/3 of a week (in 1984) are calculated 
as 2/3 x $425.00 = $283.33. 

Also in the example below, in the pay 
period represented by block 3, the minimum 
insurability requirements for the full monthly 
pay period were not met. (The employee did 
not earn at least $398.66 or work at least 65 
hours in the pay period.) However, an inter- 
ruption of earnings (7 consecutive days of no 
work or earnings) did not occur, otherwise a 
ROE would have been issued at that time. 


H Insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 


Rémunération assurable par période de paye (P.P.*) (En commencant par la derniére période de paye, | 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées a la case 72, 


Jusqu’a un maximum de 20 semaines.) Guide, para. 43 


The following chart will help you determine weeks of insurable employ- 
ment and insurable earnings in a monthly pay period. 


Monthly pay period 


Did employee earn at least $398.66 during the pay period? | 


Employed at least 65 hours in the pay period? 


P.P. Except. 


cs 
“weeks” 


P.P. except. 
“semaines” 


P.P. Except. | * 
“weeks” 

P.P. except. Pore 
“semaines” 


Insurable Earnings 
Rémunération assurable 


Insurable Earnings 
Rémunération assurable 


4.60.00) | 


Yes | No | 


(1993.33 


Employed in each calendar week or 
part-week in the pay period? 


(455.25 | 


Yes 


peNgy 


1815.45 


Earned at least $92.00 or employed at least 15 hours 
during one or more calendar weeks or part-weeks? 


1263.00 


Yes No 


IL 
e 41/3 weeks 


1425.55 


of insurable 
employment 
® insurable 


2/2, 


earnings up to 
a maximum of 


| 283.53 


18 


$1,993.33 


19 


| 20 


(A) Total of all entries (rounded to nearest dollar) 
Montant total (arrondi au dollar pres) 


$17 65)” 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


SEVEN SEVEN SIX FIVE 


© one week of insur- e pay period not 
able employment for insurable 
each calendar or part ¢ no insurable 
week with earnings of earnings 


$92.00 or employment 
of 15 hours 

e insurable earnings 
for that week or 
part-week up to a 
maximum of $460.00 


Note: Amounts shown on the chart are effective from January 1, 
1985 to December 31, 1985. 
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62 13 pay periods a year 


If the employee has 20 or more weeks of in- 
surable employment, you will have to make 
an entry for at least five pay periods, starting 
with the final pay period. More than five en- 
tries will be needed if one week in any pay 
period was not insurable. 

In this type of pay period, earnings are in- 
surable for four weeks if the employee had ear- 
nings or worked in each week and the earn- 
ings received or hours employed are at least 
the minimum for the pay period ($368.00 or 
60 hours in 1985). 


bi: Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 
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Final pay period ending date 
Date de /a fin de /a derniére 
période de paye 


MARCH 23, 1985 


When the earnings in the full pay period 
do not meet the minimum for this pay period, 
insurability must be determined on a pay week 
basis. (See paragraph 3 of this guide for a 
definition of a ‘‘pay week’’). 

If the employee had no insurable earnings 
in some of the weeks of a pay period, enter 
only the insurable earnings for the weeks that 
were insurable. Enter the figure 1, 2 or 3 in 
the pay period exceptions column to show the 
number of weeks that were insurable. 


If the employee had less than 20 weeks of 
insurable employment, enter the insurable ear- 
nings for each pay period. 

The maximum insurable earnings for a pay 
period in 13 pay periods a year is $1,840.00 
in 1985. 

In the example below, in the pay period 
represented by block 4, the minimum in- 
surability requirements for the full pay period 
were not met. (The employee did not earn at 
least $368.00 or work at least 60 hours in the 
pay period.) However, an interruption of ear- 
nings (7 consecutive days of no work or earn- 
ings) did not occur, otherwise a ROE would 
have been issued at that time. 


H insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 


Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées a Ta case 12, 


The following chart will help you determine weeks of insurable employ- 
ment and insurable earnings when you have 13 pay periods a year. 


13 pay periods a year 


| Did employee earn at least $368.00 during the pay period? | 


> 18 40.00 


Yes 


jusqu’a un maximum de 20 semaines.) Guide, para. 43 
* 1 ee Except. | * ] P.P. Except. 
Insurable Earnings weeks’ Insurable Earnings “"weeks”’ 
PP. Ré 7 Ateh : Bera R I ’ 
émuneération assurable | pe Ee | émunération assurable ee Employed at least 60 hours in the pay period? | 
1 | 840 00 1 Yes No | 
2 
5 12 Employed in each calendar week or 
[ part-week in the pay period? 
IIL ala 


as 


4 


Earned at least $92.00 or employed at least 15 hours 
during one or more weeks or part-weeks? 


‘| 300.00, 
| 1700.00 


| 


| Yes 


ra 


°| 425.00 | 


+ 


e 4 weeks of 
insurable 
employment 


e insurable 
earnings up to 
a maximum of 


1,840.00 


L 


(A) Total of all entries (rounded to nearest dollar) 
Montant total (arrondi au dollar prés) 
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"1946" 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


SEVEN NINE FOUR FIVE 


e one week of insur- e pay period not 
able employment for insurable 
each $92.00 or ¢ no insurable 
15 hour week or earnings 
part week 


e insurable earnings 
for that week or 
part-week up to 
a maximum of 
$460.00 


Note: Amounts shown on the chart are effective from January 1, 
1985 to December 31, 1985. 


Instructions for special 
groups of workers 


6 3 Special rules 


Special rules apply to people who are paid on 
commission, piece-work and to teachers and 
professional athletes. For exact details on how 
to determine insurable earnings for such 
employees, you should refer to the RCT 
booklet Canada Pension Plan Contribution 
and Unemployment Insurance Premium 
Tables. For Québec employers, the booklet is 
entitled Unemployment Insurance Premium 
Tables. 

The information below will help you to 
determine how to enter the insurable earnings 


in item 20 on the ROE. 
6 Paid on a regular 

pay period basis 
If the employee is paid straight commission 
on a regular basis, such as bi-weekly or semi- 
monthly, follow the instructions for the com- 
pletion of Item 20 for the type of pay period 
involved. This also applies to a commissioned 
employee who has a drawing account with no 
periodic settlement of that account and piece- 
workers who are paid on a regular pay period 
basis. Remuneration paid to an individual 
employed under a contract of service for a 
period of 52 consecutive weeks and paid in 10 
or 22 payments is also treated on a regular pay 
period basis. 

In these cases, the weeks of employment 
are insurable in 1985 if the employee earns at 
least 20 percent of the maximum insurable ear- 
nings for the pay period or is employed for 
the minimum hours for the type of pay period 
used. 

If the employee is paid a combination of 
regular salary and commission, see paragraph 


65. 
Paid at irregular 


6 intervals 


Here are the conditions under which earnings 
are calculated on a yearly basis: 


¢ Commission paid at irregular intervals; 


e A combination of a drawing account or 
regular salary, and commissions; 


e Drawings taken irregularly where no 
_ periodic settlement of account is made; 


e¢ Piece work when settled at irregular 
intervals; 


¢ Renumeration paid to an _ individual 
employed under a contract of service for 
a period of 52 consecutive weeks, when the 


payments do not extend over the entire 52 
week period and are paid in other than 10 
or 22 payments. 


These earnings are considered as insurable 
on the basis of a calendar year beginning with 
the first dollar, paid up to the maximum yearly 
insurable earnings. In 1985, the maximum 
yearly insurable earnings is $23,920. Special 
provisions exist for deducting UI premiums in 
that the regular UIC tables may not always 
apply. For information, contact your local 
RCT District Office. 

This system of calculating insurable earn- 
ings and weeks of insurable employment has 
been devised to accommodate employees with 
fluctuating incomes. It also permits a fairer 
appraisal of the employee’s income and 
substantially increases the worker’s entitlement 
to UI benefits. 

For example, a real estate agent may only 
receive two $5,000 commissions in a year. If 
we applied normal pay period rules, this 
employee would only be insured for two weeks 
at $460.00 per week, the weekly maximum in 
1985. However, if we average the income, by 
dividing the yearly gross income by 52, the 
employee would have 52 weeks of insurable 
employment at $192.31 per week. 


When less than a full 
year is involved 


When the employment of an employee begins 
after the start of a calendar year or terminates 
before the end of the year, make a propor- 
tional adjustment to the maximum yearly in- 
surable earnings. To adjust the insurable ear- 
nings, consider only the weeks of employment 
in each calendar year. The adjusted maximum 
yearly insurable earnings equals the weekly 
maximum earnings multiplied by the number 
of weeks of employment in that calendar year. 
For example, an employee working from 
November Sth, 1984 to May 3lst, 1985 would 
have 8 calendar weeks ending in 1984 with 
maximum insurable earnings of $3,400 
(8 x $425 or 8/52 x $22,100), and 22 calen- 
dar weeks in 1985 with maximum insurable 
earnings of $10,120 ($400 x 22 or 
22/52 x $23,920). 


Reduction in the maximum 
yearly insurable earnings because 
of a leave without pay 

When an employee is on a leave of absence 
and is not receiving earnings from the 
employer for a continuous period of one week 
(seven consecutive days) or more, the maxi- 
mum insurable earnings for the year are deter- 
mined by subtracting from the maximum year- 
ly insurable earnings, the maximum weekly in- 
surable earnings multiplied by the number of 
weeks in the period of leave. For example, an 


employee worked 10 weeks and then was ab- 
sent without pay for 1 week (7 consecutive 
days) because of illness. He returned to work 
for 3 weeks, then quit. Only 13 of the 14 weeks 
will be considered as weeks of insurable 
employment in order to calculate the yearly 
insurable earnings. For information on how 
to allocate insurable earnings and calculate the 
premiums payable, please contact your nearest 
RCT District Office. 


Item 19 


When completing an ROE for an employee 
whose earnings are calculated on a yearly 
basis, the pay period type should be shown as 
“‘weekly’’ and the last pay period ending date 
should be the end of the calendar week in 
which the employment ceased (Saturday). Use 
the ‘‘comments”’ section in Item 14 to describe 
the type of payments (Example: Combination 
of salary and commission). 


Item 20 Completion 


Average the insurable earnings over the 
number of calendar weeks under contract (ex- 
cluding any weeks of leave without pay) for 
the most recent calendar year (January 1,1985 
to last day worked). If there are fewer than 
20 weeks of insurable employment, you will 
need a separate average for 1984. This is again 
the insurable earnings in the year divided by 
the number of weeks of insurable employment 
in that year. 
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Example for 

a commissioned 
salesperson with 
premium deductions 
on a yearly basis 


6 


Date Amount of 
Commissions Commissions 
Paid Paid 
January 20, 1984 $ 6,500.00 
March 3, 1984 1,400.00 
March 31, 1984 7,500.00 
July 1, 1984 6,700.00 
October 31, 1984 5,800.00 
1984 Total $ 27,900.00 
Date Amount of 
Commissions Commissions 
Paid Paid 
January 3, 1985 $ 17,000.00 
January 17, 1985 5,900.00 
February 2, 1985 7,500.00 
February 21, 1985 5,000.00 
1985 Total $ 35,400.00 


First day worked: March 3, 1983 
Resigned: February 21, 1985 


This worker was engaged as a commis- 
sioned salesperson with payments made at ir- 
regular intervals and UI premiums deducted 
on a yearly basis. 


e In 1984, the employer had deducted the 
maximum yearly UI contributions by July 
1. On that date, the total earnings were 
$22,100.00, an amount equal to the maxi- 
mum insurable earnings for 1984. 


e In 1985, the employer would have deducted 
the maximum yearly UI contributions by 
February 2, 1985. On that date, the total 
earnings met the maximum insurable ear- 
nings of $23,920.00 for 1985. 


As the employee resigned on February 21, 
1985, the employer must adjust the maximum 
insurable earnings for 1985 to $3,680.00 (8 
weeks X $460.00). An adjustment must also 
be made to the employee UI contributions as 
follows: 


Total contributions deducted in 1985= $ 562.12 
Required contributions (8 X $10.81)= 86.48 
Employee overdeduction = $ 475.64 


The overdeduction of $475.64 should be 
refunded to the employee by the employer on 
separation. (This refund is not to be reported 
on the Record of Employment.) 

Similarly, an adjustment must be made to 
the employer UI contributions. The employer 
must then make the necessary adjustments, 
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Genre de période de paye 


Bm Pay period type (weekly, bi-weekly, etc.) 


(hebdomadaires, de quinzaine, etc.) 


Guide, para. “WE E KLY 


due to both the employer and employee remit- 
tance overpayments, to the employer Federal 
Payroll deduction account. For further details, 
contact your local RCT District Office. 


The Record of Employment should be 
completed as follows: 


(C) Other monies (explain) - Autres sommes (préciser) 


Final pay period ending date 
Date de /a fin de la derniére 
période de paye 


FEBRUARY 23,1985. 


A insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of *0 

Rémunération assurable par période de paye (P.P.*) (En commencant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d’emploi assurable indiquées & la case iy 
jusqu’a un maximum de 20 semaines.) 


insurable weeks.) 
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— 


* P.P. Except. | * P.P. Except. 
Insurable Earnings “weeks” Insurable Earnings “weeks” 
PEP. Rémunération assurable P.P. except. ae Rémunération assurable P.P. except. 
“semaines” “semaines” 
'| 46 "| 425.00 
e e 


:| 460.00. 


? 425.00 | 


10 425.00 | 


(A) Total of all entries (rounded to nearest dollar) $ 
% Montant total (arrondi au dollar prés) 


:} (B) Please print this amount in words - Veuillez inscrire ce montant en /ettres moulées 


[EIGHT SEVEN EIGHT ZERO 


80” 


Special Note : If this worker’s total commis- 
sions for 1985, in the 8 week period, were less 
han $736.00 (8 x $92.00), the worker’s ear- 
1ings would be less than the minimum week- 
y insurable earnings of $92.00 (1985). The 
vorker would not be in insurable employment 
‘or any one week in the 8 week period unless 
he worker or the employer could substantiate 
he employee worked 15 hours or more in any 
ne week. Each week the employee worked at 
east 15 hours would be a week of insurable 
smployment. An adjustment would be made 
o the employer’s and the employee’s UI con- 
ributions accordingly. 


-ommissions paid after 
ermination of employment 


ften, the final payment of commissions is 
jaid after the initial Record of Employment 
yas issued. These commissions must be added 
9 the yearly gross earnings and the insurable 
larnings calculated again. As the amended 
isurable earnings will be greater than the 
isurable earnings reported on the initial ROE 
*xcept when the insurable earnings were 
lready at maximum), an amended Record of 
‘mployment must be issued. 


‘ent and insurable earnings: 


Teachers and 
professional athletes 
(employed under 
annual contracts 
where services are 

not performed for the 
entire 52 weeks) 


Full-time teachers are employed under con- 
tracts of service which include a non-teaching 
period. This will affect how you complete 
several Items on the ROE. 

Here are the maximum hours, the 
minimum and maximum insurable earnings 
and the equivalent weeks of insurable employ- 
ment by pay period for teachers paid 10 or 22 
times a year: 
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Earnings 
Pay periods Minimum Maximum | 
bast 986 Earnings 
$ or from $ 
10 478.40 | 78 hours | 2,392.00 
11 217.45 | 35 hours | 1,087.27 


he following chart will help you determine weeks of insurable employ- 


Ul premium deductions on a yearly basis 


Was the employee under a contract of service for the entire calendar year? 


Yes 


—— 


Did the employee earn 
at least $4,784.00 
($92.00 x 52 weeks) and 
not take a leave of absence 
| for 7 consecutive days or 

more without pay? 


Did the employee’s earnings at least 
$92.00 for each week and part-week 
of the contract of service 
excluding any weeks the employee 
was on a leave of absence 
without pay? 


(es | Ll peri Yes 
Did the employee work for 15 hours or more in 
any of these weeks? 
l 
Yes [ No Each week and part-week is 


insurable at the weekly average 
up to a maximum of $460.00 


RCT district office 


Contact your local | 


for ruling 
iq employment 


52 weeks of insurable for the year 


e no weeks of insurable 


¢ no insurable earnings 


employment 

insurable earnings at the 
weekly average up to a 
maximum of $460.00 


J Minimum | Maximum 
Pay periods + 
in 1984 Earnings 
$ or from $ 
10 442.00 | 78 hours | 2,210.00 
11 200.90 | 35 hours | 1,004.54 


Note: The preceding are general statements 
only due to the variety of contracts for 
teachers (for example: weekly, month- 
ly). If you are uncertain about weeks 
of insurable employment or insurable 
earnings, contact your local RCT 
District Office or refer to the RCT 
Booklet Coverage of School Teachers 
under the Unemployment Insurance 
(Collection of Premiums) Regulations. 

Item 9 — 


68 First day worked 


This will be the starting date of the contract. 
UI premiums 


payable up to 


This is the date of the interruption of earn- 
ings. It will be the last day of employment for 
a teacher whose contract ends on June 30th. 
For example, if a teacher’s last teaching day 
is June 21st, but he/she is paid up to June 30th 
(ending date of the contract), Item 11 will 
show June 30th as UI premiums payable up 
to. This will not apply if a teacher is getting 
paid sick or maternity leave at a rate of 60 per- 
cent or more of the normal weekly insurable 
earnings; Item 11 will show the date these 
payments drop below 60 percent of the nor- 
mal weekly insurable earnings. 

For a teacher whose contract ends on 
August 31st, the date to be entered in this Item 
depends on when the interruption of earnings 
occurs. If it happens during the school term 
(before June 30th), it will be the last day work- 
ed. If the interruption of earnings is because 
the contract is not renewed enter August 31st 
in this Item. If the teacher is getting paid sick 
or maternity leave, it will be the date the 
payments drop below 60 percent of the nor- 
mal weekly insurable earnings. 


Item 11 — 
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7 Item 12 — Number 
of insurable weeks 


Teachers employed in Newfoundland, New 
Brunswick, Prince Edward Island, Quebec, 
Saskatchewan and British Columbia have a 
contract of service from July 1 to June 30. 

When a teacher in one of these provinces 
has an interruption of earnings due to the ter- 
mination of the contract or the granting of un- 
paid leave during the teaching period, the total 
weeks of insurable employment is based on the 
earnings received as a proportion of the an- 
nual salary. 


Earnings from start 
of contract 
to interruption 


of earnings weeks of 
Priat crn ial anlar x52 = insurable 
eco daca eR employment 


For example, a teacher’s annual salary is 
$24,950 The teacher stops work December 31 
and has been paid $10,080.00. The number of 
weeks of insurable employment are calculated 
like this: 


$10,080 X 52 
$24,950 


_ 21 weeks of insurable 
employment 


Teacher’s contracts in Ontario, Manitoba 
and Alberta run from September 1 to August 
31. 

When a teacher quits, is laid off, or is 
dismissed during the teaching period, report 
only the weeks of insurable employment up 
to the date the teacher stops working. If the 
contract is terminated after the teaching period 
but before the contract ends, report only the 
weeks of insurable employment up to the ter- 
mination date. 

When there’s an interruption of earnings 
during the teaching period due to unpaid leave, 
illness, injury, maternity or adoption, report 
the weeks of insurable employment between 
the contract’s starting date and the last day 
taught. 

When a teacher asks for an ROE for mater- 
nity or adoption during the non-teaching 
period, report all weeks of insurable employ- 
ment up to the date the leave of absence 
commences. 

Teacher’s contracts in Nova Scotia run 
from August 1 to July 31. 

If a teacher quits, is laid off, or is dismissed 
during the teaching period, report only the 
weeks of insurable employment up to the date 
the teacher stops working. If the contract is 
terminated after the teaching period but before 
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the contract ends, report only the weeks of in- 
surable employment up to the termination 
date. 

When there is an interruption of earnings 
during the teaching period due to unpaid leave, 
illness, injury, maternity or adoption, report 
the weeks of insurable employment between 
the contract’s starting date and the last day 
taught. 

When a teacher asks for an ROE due to 
maternity or adoption leave during the non- 
teaching period in July, and he/she has taught 
the full period, report all weeks of insurable 
employment up to the date the leave of 
absence commences. 

When a teacher asks for an ROE due to 
maternity or adoption leave during the non- 
teaching period in August, and has not yet 
taught during the current contract, report only 
the weeks of insurable employment up to July 
Sule 


T Item 20 — Insurable Note 1: The maximum insurable earnings for Note 2: If the period of employment covered 


° * 5.2 weeks of insurable employment is by the ROE includes part of the 

earnings by pay period 5.2 x $460.00 = $2,392.00 and for previous calendar year, apply the rules 

The maximum yearly insurable earnings in 4.16 weeks of insurable employment mentioned above but use the 
1985 is $23,920.00. To get the average weekly is 4.16 x $460.00 = $1,913.60. minimum and maximum insurable 
insurable earnings, divide the salary received earnings figures for the previous year. 


($10,080.00 in the above example) by the 
number of weeks of insurable employment (C) Other monies (explain) - Autres sommes (préciser) 
(21) which equals $480.00. Guide, para. 41 

However, the maximum weekly insurable eens . buneen 
earnings in 1985 is $460.00. So, in this exam- Been eoaecetde et Ae baa ee lb an delle dears 
ple you would enter $460 00 for each week (hebdomadaires, de quinzaine, etc.) période de paye 


But as the amount is the same for each week, > ae "2 PA PERI J UNE 40, 1985 


you can enter the amount in the first and last 


A insurable Earnings by Pay Period (P.P.*) (Starting with the final a period, enter the insurable 


i ine i Oe Sractalec ie ings for the insurabl ks shown in item 12, up t # 20 insurabl ks.) 
pay periods and dr aw a line in between to in Reon ration ahi er eride te Baye "P. ic *) (Ed comin eaeant par iy derniane période de paye, 
dicate the pay periods (weeks) to which this inscrire le montant de la rémunération assurable des semaines d’emploi assurable indiquées a la case is 
: Jusqu’a un maximum de 20 semaines.) Guide, para. 43 
amount applies. : : 

P. Except. P.P. Except. 
If the teacher worked less than 20 weeks Insurable Earnings mlaolet Insurable Earnings nweeks"” 
< A nee Ré sratic bi (ee ‘ Ne Ré érati bi PP, ; 
draw a line between the first and last entry. ad oe eA CEO. salt ombnect 


Remember, if the teacher worked for you 
during the previous term and you are using 
weeks of insurable employment from the 


previous contract, these weeks must be . 2.542 00 5 2 


calculated as above and added to the weeks 

from the current contract to give a maximum 

of 20 weeks of insurable employment. Bs 19 (>. 60 4 at 
If you use a computer-based payroll system 


| 
and it provides information on the insurable | q ( 4 GO dt . (4 


earnings for each pay period, item 19 may be 
completed by entering the number of pay : 

periods during the contract of service. Thein- 2 58 8 -80 | .28 
surable earnings in a pay period may be shown 
in item 20 by entering the insurable earnings 
recorded on the payroll, and the applicable 
percentage of the 52-week contract that each 
amount represents, in the pay period excep- 
tions column. 

If this method of reporting is used, the last 
entry may have to be adjusted to ensure that 
the total insurable earnings for the last 20 
weeks of insurable employment is correct. 

For example: If a teacher is paid 8 per cent 
of his/her annual salary of $26,000 in each of 


| 


| the first 10 pay periods and 10 per cent in the Y (A) peteuct oon ieee dacedse neat dollar) $ | 2 re) 0 00 
final two pay periods, each amount of 8 per 
cent equals 4.16 weeks of insurable employ- (B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


ment (.08 x 52) and each amount of 10 per 
cent equals 5.2 weeks of insurable employment N ( NY) E TWO Ze RO ZE RO 
(.10 x 52). The item 20 would be completed 
as shown in the example. 
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fi; 9) Hourly and 
daily payrolls 

Insurable earnings for employees paid on an 
hourly or daily basis must be decided accor- 
ding to RCT instructions. Please refer to their 
booklet Canada Pension Plan Contribution 
and Unemployment Insurance Premium 
Tables, or for Québec employers, Unemploy- 
ment Insurance Premium Tables. 

When insurable earnings have been decid- 
ed, complete item 20 by following the instruc- 
tions for weekly pay periods (paragraph 54). 

Special rules apply to other kinds of 
workers such as barbers, hairdressers and taxi 
and passenger vehicle operators. If you are in 
any doubt about weeks of insurable employ- 
ment or insurable earnings, refer to the RCT 
booklet mentioned above. Once you have 
determined the weekly earnings for these 
workers, follow the instructions for weekly 
pay periods (paragraph 54). 
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stops working 


1986 


Canada 


The Record of Employment 


D Minister of Supply and Services Canada 1986 
Sat. No. LU2-79/ 1986 
SBN 0-662-54178-2 


2N.327/1/86 


This guide gives you 
step-by-step help in 
completing the Record of 
Employment correctly. 


This guide has four parts and applies only to the Record 
of Employment (form EMP 2106). 


Part 1 contains general information about the Record of 
Employment and insurable employment. 


Part 2 has instructions on how to complete each item on 
the Record of Employment form. 


Part 3 gives detailed information on completing item 20 
(insurable earnings by pay period) for the more 
common pay-periods. . 


Part 4 gives instructions for special groups of workers. 


This guide will help you complete a Record of Employ- 
ment (ROE) no matter what kind of pay period you use. 
(Note: ‘‘Paragraph’’ refers to sections in this guide. 
‘*Item’’ refers to sections of the ROE form.) If there is 
a situation that is not covered in this guide, please call 
your local Canada Employment Centre (CEC). The staff 
will be happy to answer your questions or where possi- 
ble, to arrange for a personal visit to your premises or 
for your participation in a group ROE seminar. 


This guide was prepared in co-operation with Revenue Canada, 
Taxation. 


W h at 3 s new in 1 Le) 86 @ Paragraph 5 provides a chart for deter- 


mining what earnings are to be taken 
into consideration for insurability pur- 
poses and how these earnings are to be 
allocated. (Application of Sections 3 
and 3.1 of the UI Collection of 
Premium Regulations.) 


@ If monies are paid or payable in con- 
templation of, on, or after a separa- 
tion and are being paid pursuant to a 
collective agreement or written policy 
in force prior to December 31, 1984, 
indicate this fact and the commence- 
ment and expiry dates in the comments 
section of item 14. 


The Record of Employment 


Sick or wage loss payments being paid 
beyond the last day worked (Item 10) 
are to be shown in Item 13, though the 
Record of Employment only asks for 
payments beyond Item 11 (see 
paragraph 32). 


@ Undelivered employees’ copies of 


ROEs are to be kept for a minimum 
of 3 years. 


@ The most recent printing of the ROE 


(4-85) has five blocks in Item 20(A) — 
Total of all entries. The old edition 
which is still in use, has only four 
blocks. 


Common errors Problem: 

to avoid @ Mistakenly counting pay weeks for 
which premiums were not paid or 

Here we list the most common problems payable as weeks of insurable 

people have in completing the ROE and employment. 


show you the solutions. 
™@ Reporting earnings that are less than 
the minimum or more than the maxi- 
mum insurable earnings. 


@ Difficulty in finding the insurable earn- 
ings for the 20th week, when the 
employee has more than 20 weeks of 
insurable employment and is paid on 
a semi-monthly or monthly basis. 


@ Incorrectly identifying weeks or part 
weeks of insurable employment in the 
pay period exceptions column. 


Solution: 


@ Count only weeks for which premiums 


were paid or payable. Be especially 
careful when dealing with partial pay 
periods (see paragraphs 4, 31). 


HM Do not report earnings below the 


minimum insurable earnings level 
(unless the employee worked the 
minimum hours) or above the maxi- 
mum insurable earnings level for the 
type of pay period used (see paragraphs 
Si 525 53): 


M@ Calculate the correct amount of 


insurable earnings by following the 
instructions in paragraphs 58 and 61. 


@ If the employment was not insurable 


for the full pay period, enter the 
number of weeks or part weeks that 
were insurable in the pay period (see 
paragraphs 43, 55, 57, 58, 60 and 61). 
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Common questions Question: 


often asked 


M@ Do I determine the insurability of 


employment in accordance with the 
1985 or 1986 minimum and maximum 
requirements when the monies were 
earned in 1985 but were paid in 1986? 


How do I obtain a supply of Record 
of Employment forms? 


How do I correctly distribute Record 
of Employment copies? 


What should I do with void or can- 
celled Record of Employment forms? 


Can I change my pay period type, for 
example, from bi-weekly to semi- 
monthly, without affecting the entries 
in Items 12 and 20? 


@ Does the employee require the Record 


of Employment to apply for 
Unemployment Insurance benefits? 


Answer: 


The determination of insurability is 
in accordance with the 1986 minimum 
and maximum requirements. However, 
if the employee did not work 15 hours 
and the earnings were less than $99 per 
week, determine whether the monies 
meet the insurability requirement of 
$92 in 1985. 


Please see paragraph 14 of the guide. 


Please see paragraph 14. 


Destroy the form by hand or machine 
shredding. 


The type of pay period used is entirely 
at the discretion of the employer. If a 
ROE must be issued covering a period 
where two types of pay periods were 
used, the number of weeks of insurable 
employment to be shown in Item 12 
and the amount of insurable earnings 
to be shown in Item 20 must be 
calculated on the same basis as used for 
the withholding of UI premiums 
during that period. If assistance is 
required to complete the ROE, please 
contact your local CEC. 


No. However, processing of the 
employee’s claim will be delayed until 
the ROE is received. 
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1 The Record of 
Employment 


The Record of Employment (ROE) is the 
single most important document in the 
Unemployment Insurance (UI) program. 
The Canada Employment and Immigra- 
tion Commission (CEIC) uses the infor- 
mation you record on this form to decide 
if a person qualifies for UI benefits, what 
the benefit rate should be and for how 
long the person may be eligible for these 
benefits. 

When you complete the ROE correct- 
ly, you help to ensure that we pay benefits 
only to people who are eligible. You also 
help the CEIC to detect fraud and abuse 
of the UI program. Each ROE has a 
potential value of $14,850. Accurate com- 
pletion of the ROE ensures that claimants 
receive the correct amount of benefits and 
reduces the number of follow-up calls to 
employers by CEC staff. 

As an employer, you must by law issue 
an ROE to every employee working in in- 
surable employment who has an interrup- 
tion of earnings. You must issue it within 
five calendar days of the interruption or 
the day you become aware of it, 
whichever is later. To help issue an ROE 
in time, an employer may, if necessary, 
estimate earnings in an employee’s final 
pay period. If an estimate is reported, in- 
clude the term ‘‘est’’ beside the amount 
(see paragraph 44). An ROE must not be 
issued unless there has been an interrup- 
tion of earnings or it is requested by the 
Commission. 


2? What is an 
interruption of 
earnings? 


An interruption of earnings occurs when 
one of two things happens. 


(1) Following a period of employment 

there is a lay-off or separation from 
that employment and a period of seven 
consecutive days when an employee per- 
forms no work and has no earnings from 
the employer (remuneration for a 
statutory holiday immediately after the 
last day worked and old age, military and 


employment pensions are not considered 
as earnings for the purpose of determin- 
ing if there is an interruption of earnings). 


(2) When insured persons stop working 
because of illness, injury, quarantine, 
pregnancy or adoption and their weekly 
earnings (for example paid sick leave) fall 
below 60 per cent of the normal weekly 
insurable earnings from that employment. 
(Wage-loss indemnity payments, whether 
insurable or not, are not considered earn- 
ings for the purpose of determining if 
there is an interruption of earnings.) 


3 What is insurable 
employment? 


Revenue Canada, Taxation (RCT) 
decides what employment is insurable and 
what are insurable earnings. In the next 
few paragraphs you will find general 
guidelines on insurable employment, 
insurable earnings and what a week of 
insurable employment is. For details, 
obtain a copy of the current RCT booklet 
Canada Pension Plan Contribution and 
Unemployment Insurance Premium 
Tables. For Québec employers, the 
booklet is called Unemployment 
Insurance Premium Tables. 


insurable employment 
Generally, most people working under a 
contract of service — that is, an 
employer-employee relationship — work 
in insurable employment. A contract of 
service usually exists when the employer 
has the right to control what work the 
employee does and how it will be done. 
Certain employment is not covered, 
even though there is an employer- 
employee relationship. This includes 
employees who are age 65 or over, the 
spouse of the employer and those who 
earn an amount in cash which is less than 
the minimum weekly insurable earnings 
and are employed less than 15 hours a 
week. The RCT booklet gives you all the 


exceptions. 
Barbers, hairdressers, taxi and 
passenger vehicle operators and 


fishermen/women can be included in 
insurable employment, even though they 
may not be working under a contract of 


service. RCT has separate booklets ex- 
plaining coverage and insurable earnings 
for these workers. Ask RCT for a copy 
of the booklet you need: 


@ Fishermen and Unemployment 
Insurance 


@ Information for Taxi and Passenger 
Vehicle Operators — Unemployment 
Insurance Coverage 


@ Information for Barbers and 
Hairdressers — Unemployment 
Insurance Coverage 


What is a ‘‘pay week’’? 

A pay week is a period of seven con- 
secutive days or any one of two or more 
such consecutive periods, the last of 
which ends on the employer’s payroll en- 
ding date. This definition makes it possi- 
ble to apply the rules on minimum in- 
surability uniformly to all pay periods 
that are multiples of a week, whether or 
not the pay week is a calendar week. 


4 Minimum insurability 
in 1986 


An individual paid on a weekly basis by 
the same employer who either receives an 
amount in cash that is equal to 20 per cent 
of the maximum weekly insurable earn- 
ings ($99 in 1986) or is employed* 15 
hours in a week, is in insurable 
employment. 

In 1986, the maximum weekly in- 
surable earnings is $495. The minimum 
weekly insurable earnings (20 per cent of 
$495) is $99. So, a person who earns 
either $99 a week or is employed 15 hours 
a week will be in insurable employment. 

Those paid on a bi-weekly or on 
another multiple of a week basis may 
sometimes earn less than 20 per cent of 
the maximum earnings or work less than 
15 hours in one week of the pay period. 
But as long as they had some earnings or 
were employed in each week of the pay 


* Employed includes time for which the 
employee is paid, even though he or she ma) 
not have actually worked. For example. 
statutory holidays, paid sick leave or paic 
vacation leave. 
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period and the total earnings or hours 
were at or above the minimum required, 
the employment during the entire pay 
period would be insurable. 

For example: In a bi-weekly pay 
period, a person earned $75 in one week 
and $175 the next — for a total of $250. 
The earnings for both weeks would be 
insurable because the minimum insurable 
earnings for a bi-weekly pay period ($198 
in 1986) were met. 

Another example: If a person is 
employed 10 hours in one week and 20 
hours the next, earnings for both weeks 
in the bi-weekly pay period would be 
insurable, up to the maximum. 

For those paid on a semi-monthly or 
monthly basis, the entire pay period 
would be insurable as long as the worker 
had some earnings or was employed in 
each week or part week of the pay period 
and the total earnings or hours were at 

or above the minimum required. 
_ See paragraph 52 for the minimum and 
maximum earnings and minimum hours 
for most types of pay periods. 

Paragraph 53 gives the minimum 
insurable earnings and hours and maxi- 
mum insurable earnings for most pay 
periods in 1985. You will have to use these 
figures if insurable weeks in 1985 are in- 
cluded on the ROE you are completing. 


5 How insurable 

! earnings are 
determined and how 
they are allocated 


For general guidance, you can use the 
following chart to determine what earn- 
ings should be considered to calculate 
insurable earnings, and how these earn- 
ings should be allocated. For more detail- 
ed application of Section 3 of the UI 
(Collection of Premiums) Regulations, 
please refer to RCT’s booklets, Canada 
Pension Plan Contribution and Unem- 
ployment Insurance Premium tables and 
Unemployment Insurance Premium 
Tables for Quebec employers. 

In the following chart, the word 
““cessation’’ is defined as the complete 
severance of the contract of employment 
between the employee and the employer: 


The term ‘‘allocate to the pay period 
for which it is paid’’ refers to the pay 
period during which the work was per- 
formed or to the pay period of the date(s) 
for which the monies are being paid. The 
term ‘‘last insured pay period’’ means the 
last pay period that met the minimum 
insurability requirements without the 
inclusion of these monies. 
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6 When should 
the Record of 
Employment 
be issued? 


These examples will help you decide when 
to issue the ROE. 


Layoff or dismissal by the employer 
If the employer causes the interruption of 
earnings, the ROE must be issued within 
five calendar days of the last day worked 
or the last date to which UI premiums 
were payable, whichever is later. 


Employee quits 

If the employee causes the interruption of 
earnings, the ROE must be issued within 
five calendar days of the last day worked 
or within five calendar days after the 
employer learns of the interruption of 
earnings, whichever is later. 


Leave without pay 

If an employee takes leave without pay 
for seven consecutive days or more, an 
ROE must be issued within five calendar 
days of the last day worked or the last 
date when UI premiums were payable, 
whichever is later. 


Deferred salary leave 

Employees on deferred salary leave do 
not experience an interruption of earn- 
ings. Consequently, Records of Employ- 
ment are not to be issued. 

Such arrangements for deferred salary 
leave such as ‘‘4/5’’ plans must be 
approved by RCT in view of possible 
tax implications. Any questions on this 
subject matter should be referred to 
Revenue Canada, Taxation. 


[ Illness, injury 
or quarantine 


If the employee will not be receiving any 
paid sick leave, the ROE must be issued 
within five calendar days of the employer 
learning that there has been an interrup- 
tion of earnings. 

Many employees are covered by plans 
which pay income when they cannot work 
because of illness, injury or quarantine. 
For UI, these plans fall into two basic 


types: paid sick leave which includes those 
called sick pay or union sick pay; or wage- 
loss indemnity which includes plans 
referred to as weekly indemnity 
insurance, disability insurance or salary 
continuation insurance. 


8 Paid sick leave 


These payments are insurable earnings. 
They are generally paid by the employer 
at the employee’s full rate of pay using 
credits earned while performing services. 
If the employee is getting paid sick leave 
at a rate of 60 per cent or more of his or 
her normal weekly insurable earnings, an 
interruption of earnings does not occur. 
An ROE must not be issued. 

There is an interruption of earnings 
when the sick leave pay falls below 60 per 
cent of the normal weekly insurable ear- 
nings. The ROE must be issued within 
five calendar days from the date the paid 
sick leave falls below 60 percent of the 
normal weekly insurable earnings. 

When the paid sick leave is payable 
after the date shown in Item 10 (last day 
worked), you will have to make an entry 
in Item 13. (Please refer to paragraph 32.) 


O Wage-loss indemnity 


This type of group insurance consists of 
self-insured plans or third party plans. 
Payments received under either plan do 
not prevent an interruption of earnings. 


Self-insured plans 
This is a type of group insurance whereby 
income is provided for employees by the 
employer if an employee suffers a loss of 
employment due to illness, maternity or 
accident. Payments from such plans are 
insurable but do not prevent an interrup- 
tion of earnings for benefit purposes. 
Therefore, the ROE must be issued within 
five calendar days of the last day of work 
or within five calendar days after the 
employer learns of the interruption of 
earnings, whichever is later. 

Since wage loss insurance will be 
payable after the date shown in Item 10 


(last day worked) you will have to make 
an entry in Item 13. (Please refer to 
paragraph 32.) 


Third party plans 

This is a type of group insurance whereby 
disability income is provided for 
employees through a third party (i.e. an 
insurance company) as a result of a con- 
tract negotiated with an insurance com- 
pany. As a general rule, payments from 
such plans are not insurable. 

You must issue an ROE either within 
five calendar days of the last day of work 
or on the date to which UI premiums were 
payable, whichever is later. 

Since wage loss insurance will be 
payable after the date shown in Item 10 
(last day worked), you will have to make 
an entry on the ROE when you get to 
Item 13. (Please refer to paragraph 32.) 


10 Workers aged 65 


UI coverage ends for employees at the 
beginning of the month following their 
65th birthday. If the employee continues 
to work, the ROE must be issued within 
five calendar days of the last day of the 
month of the birthday. 

If the employee’s last day of work is 
before the end of the month he or she 
turned 65, the ROE must be issued within 
five calendar days of the last day of work. 

When you issue ROEs to people age 65, 
even though they may continue working, 
please advise them to file a UI claim at 
their nearest CEC since they may be eligi- 
ble for a special severance benefit from 
UI. 


1 Part-time or 
temporary workers 


Some part-time or temporary employees 
may work intermittent periods, so an in- 
terruption of earnings may occur fre- 
quently. For example: employees may 
work on a regular basis every other week, 
a few days a month or on an on-call basis. 
For these employees who work on a 
sporadic basis throughout the year and 
have frequent interruptions of earnings, 
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an ROE need not be issued each time 
there is an interruption of earnings. 
However, employers must be able to pro- 
vide a list of the weeks of insurable 
employment and the insurable earnings 
by pay period if the Commission asks for 
it. In addition, an ROE must be issued 
within the five calendar day time limit 
when: 


M@ the employee is no longer on the 
employer’s supply list; 


@ the employee did not work for a period 
of 30 days; 


M@ it is requested by the Commission; or 


@ it is requested by the employee and an 
interruption of earnings occurred in the 
last 52 weeks or since the last ROE was 
issued, whichever is later. 


1 2? Mass layoffs 


During a mass layoff (or as a result of a 
labour dispute) you may find it difficult 
to issue ROEs within the five calendar day 
time limit. If so, contact your local CEC 
who can make special arrangements to 
help you. Eventually, an ROE will have 
to be issued for each employee who had 
an interruption of earnings. 


| 1 Specific groups 
| of workers 


Special rules apply to workers in certain 
Occupations, such as commissioned 
salespersons or teachers. These rules may 
affect how you complete certain items on 
the ROE. 


Commissioned salespersons 

The earnings of commissioned salesper- 
sons are generally calculated on an annual 
basis. This affects how you complete the 
ROE. Details are found in paragraphs 64, 
65 and 66. Contact your local District 
Taxation office for further details regard- 
ing commissioned salespersons if ques- 
tions arise. 

Teachers 

Full-time teachers are normally employed 
under 52-week contracts of service. These 


| 


contracts of service include a period when 
the person does not teach. 

This will affect how you complete the 
ROE. Details are found in paragraphs 67 
and 70. Contact your local District Tax- 
ation office directly for special rules 
regarding teachers. 


Note: There are also special rules 
for lumbering, logging and 
railway workers, taxi and passenger 
vehicle operators, barbers and hair- 
dressers and workers hired through 
placement or employment agencies. 
The RCT booklets are available at 
your District Taxation office. 
1 4 distribute Records of 
Employment 
You can order blank ROEs by mail, 
telephone or in person from your CEC. 
The Commission will need to know your 
RCT employer account number, the 
registered name of your firm and your ad- 
dress. If someone from your firm is pick- 
ing up the forms, they will be asked to 
show some identification and sign the re- 
quisition form. You should keep a list of 
the serial numbers of the blank forms. If 
any forms are lost or stolen, tell the Com- 
mission at once, giving the serial 
numbers. 

ROEs are valuable documents. The 
supply of these forms to employers is con- 
trolled by the Commission. The serial 
numbers of ROEs issued to each 
employer are recorded by the CEIC. 

Accounting firms who issue ROEs for 
other businesses can obtain blank ROEs 
using their own RCT number. This 
number should be recorded in Item 16 of 
the ROE (please refer to paragraph 36). 
Many small businesses have their payroll 
kept by private self-employed book- 
keepers who don’t have an RCT number. 
In these cases, to order a supply of ROEs, 
bookkeepers must give the Commission 
one of the RCT numbers of a business for 
which they issue ROEs. This number 
should be recorded in Item 16 of the 
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Record of Employment (please refer to 
paragraph 36). 


Distribution of the ROE 
When all items on the ROE have been 
completed: 


@ Separate the copies 
Separate the copies carefully by remov- 
ing the right-hand edge first. This will 
release the carbon sheets. The copies 
may then be easily separated by remov- 
ing the left-hand edge. Do not attempt 
to separate the first two copies. 


@ Employees’ copies 

Give or send the first two copies to the 
employee. Both these copies are white. 
They are marked Employee’s copy — 
Part I and Part 2. These copies may 
be folded for mailing. If for any 
reason, you cannot give your employee 
the ROE personally, you cannot mail 
it, or if it is returned undelivered, keep 
the employee’s copy until the employee 
or the Commission asks for it. If you 
have not been asked for it within three 
years after the employee stopped work- 
ing, you may destroy it. 


#@ Commission’s copy 

Mail the third (yellow) Commission’s 
copy to Box 9000, Bathurst, New 
Brunswick, E2A 4L8, in the envelope 
provided. Do not fold this copy. More 
than one copy of an ROE may be sent 
in an envelope. This copy must be 
mailed the same day Parts 1 and 2 are 
issued to the employee. 


Do not send anything but the Com- 
mission’s copy of completed 
Records of Employment to Box 
9000, Bathurst, New Brunswick, 
E2A 4L8. All requests for blank 
ROE forms and any other cor- 
respondence must go to your local 
CEC. 


Be sure to affix proper postage on 
the envelope. 


@ Employer’s copy 
UI regulations require that you retain 
the fourth copy (green or pink) with 


12 Setting the Record straight 


The Record of Employment 


a ————————————— —— 


your payroll records for a period of six 
years from the end of the year covered 
by the records. It can be destroyed 
prior to this period only if you get 
written authorization from RCT. 


1 Void, surplus or 
obsolete Record of 
Employment forms 


Void forms 

Do not change the figures entered in Item 
12 or Item 20A, if you make an incorrect 
entry. Instead, complete a new ROE form 
and destroy the incorrect form by hand 
or machine shredding. 


Surplus forms 
Unused ROEs should be returned to your 
local CEC. 


Obsolete forms 

Please do not use obsolete forms. The 
following obsolete forms should be 
destroyed: Separation Certificate (UIC 
11-64) and the long, green Record of 
Employment form (UIC 11-03). The 
Commission cannot process these forms 
because they do not give enough infor- 
mation and are incompatible with current 
data capture systems. Use only the 10”’ 
x 11’? Record of Employment form 
EMP.2106. 


1 What is an 
employer’s legal 
responsibility? 


Failure to issue an ROE within the time 
limit is a breach of Section 123 of the UI 
Act. On conviction, the employer may be 
subject to a fine not exceeding $500 or im- 
prisonment for a term not exceeding six 
months or both. 

Penalties for making false or 
misleading statements are covered in Sec- 
tion 122 of the UI Act. Anyone who 
knowingly makes false statements about 
a person’s insurable employment and in- 
surable earnings is guilty of an offence. 
On summary conviction, he or she may 
be fined not less than $200 and not more 
than $5,000. 

In addition, in appropriate cases, he or 
she may be fined not more than double 


any benefits paid as a result of making 
false statements or both fined and im- 
prisoned for a term not exceeding six 
months. 


1 Protecting the 
employee’s privacy 


Information collected on the ROE can be 
used in the administration of the employ- 
ment and benefit programs of the Canada 
Employment and Immigration Commis- 
sion. It is collected by the Commission 
under the authority of the Unemployment 
Insurance Act. The employee to whom 
the information relates has access to the 
Commission’s copy on request. 


1 Social Insurance 
Number 


If an employee doesn’t have a SIN when 
starting work, you must ensure that a SIN 
application is submitted by the employee 
to the Commission within three days. The 
fastest way: have the employee read the 
brochure How to apply for a Social In- 
surance Number and then apply in per- 
son at a CEC. 


1 Ul, you and 
your employees 


As an employer, you have an important 
stake in how the UI program works. You 
pay premiums to the UI Account — as 
much as $846.56 a year as your matching 
employer portion for each employee plus 
the employee’s deduction. You also con- 
tribute personally and corporately as a 
taxpayer since employee/employer 
premiums finance only part of the cost 
of the UI program. The rest is paid for 
by the federal government. 

For information on how the CEIC uses 
the UI account, why not contact your 
local CEC? Ask for a copy of a brochure 
prepared especially for employers. It is 
called The Premium Investment. 

Like you, your employees also have an 
interest in the UI program. Workers face 


the possibility of unemployment at some 
time in their lives because of a shortage 
of work or due to illness, pregnancy, 
an adoption or retirement. We have 
brochures covering everything from 
general rights and obligations of 
claimants to special UI benefits. These 
brochures answer most employees’ ques- 
tions about regular and special UI 
benefits. Why not contact your local CEC 
and ask for copies of these brochures for 
your employees: 


@ How UI works for you 
B A new face in the family photo? 
@ UI and you: when you reach 65 


@ We can help when you’re sick or hurt 


@ Something for nothing? No. 
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THIS IS A VALUABLE DOCUMENT - KEEP IT IN A SAFE PLACE 


IL S‘AGIT D’UN DOCUMENT PRECIEUX - CONSERVEZ-LE EN LIEU SUR 


e When completing this form by hand please use a ball point pen 
press firmly. 


© Si vous remplissez le formulaire a la main, veuillez utiliser un styl 
bille, et bien appuyer. 


racecar > PAYROLL #47 


AE Additional Monies Paid or Payable on or after Termination of Employment . 
Autres sommes payées ou payables au moment de la cessation d'emploi ou aprés 


iw’ Employment and Immigration Canada Emploi et Immigration Canada 


RECORD OF EMPLOYMENT RELEVE D’EMPLOI 


Serial No. - N° de série yam Serial No. of record amended or replaced 
N° de série du relevé modifié ou remplacé 


Guide, para, 21 


17. 


kim Employer's Name and Address - Nom et adresse de |‘employeur 


PAT'S VAN + STORAGE 
246% PROFIT DRIVE 


YOURVILLE OvT 


RCT Employer Acct. No. 
N° de compte de I’employeur a RC-/ > 


(A) Vacation pay - Paye de vacances 
Guide, para, 39 $ 


(B) For statutory holidays after termination - enter date of holiday and amount. 


Pour fétes légales apres la cessation d’egiploi —jnscrire la date de /a féte et le montant. 
MARCH Z8 3 102.60 
("wa Employee's Name and Address - Nom et adresse de I‘employé (C) Other monies (explain) - Autres sommes (préciser) 


Guide, para. 41 


HAMILTON, PAUL W ae : 


Postal Code - Code postal 


K2G@4X%2 
8Vi123456 


nk: Pay period type (weekly, bi-weekly, etc.) Final pay period ending date 
lo a Mw A\ ST. Genre de période de paye Date de la fin de la derniére 
o (hebdomadaires, de quinzaine, etc.) période de paye 
e Guide, para. 42 
iWLe ONT. K1G 125 Bl~ WEEKLY MARCA ZG. (V8G 
e 
Vi Employee's Occupation - Profession de I’employé Employee's Social Insurance No. P40 insurable Earnings by Pay Period (P.P.*) (Starting with the final riod, enter the insurable 
N° d’assurance sociale de I’employé earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 


Rémunération assurable par période de paye (P.P.*) (En commencant par la derniére période de paye, 
U C i NG NS inscrire le montant de la rémunération assurable des semaines d’emploi assurable ee a la case 13 
ae q 6. / 6, O val jusqu’a un maximum de 20 semaines.) Guide, para. 43 


sie U.!. premiums aah up to 


Cotisations d’assurance-chémage payables jusqu’au > 
Guide, para. 30 0 6 


Number of insurable weeks for which U.|. premiums were payable in the last 52 
weeks or since the last record of employment was issued by you to this employee, 
whichever is less. 

Nombre de semaines assurables a I'égard desquelles des cotisations d’A.C. étaient 
payables depuis les 52 derniéres semaines ou depuis le dernier relevé d’emploi 
délivré par vous 4 cet employé, le nombre le moins élevé étant retenu. 

Guide, para, 31 

Please print this number in words - Veuillez inscrire ce nombre en lettres moulées 


yy First Day _ iat Day W a D-J , P.P. Except. F P.P. Except 
Ml Premier jour Dernier jour Insurable Earnings “weeks” Insurable Earnings “weeks” 

de travail de travail ou 3 0) 3 7] 6|" Rémunération assurable P.P. except. Rémunération assurable P.P. except 
Guido, para. i Guide, para. 23 4 “semaines” “semaines 


aall 


4 (8.00 
* | 490-00 


12. 


4 
@ Paid Sieh materniny leave or group wage loss indemnity payments payable after dat shown in item 
11 - if known, enter amount in ‘‘Comments” block below 5 
Congé de maladie/maternité payé ou indemnités payables en vertu d‘un régime collectif d’assurance- 
salaire aprés la date indiquée dans /a case 11 - si vous en connaissez le montant, inscrire celui-ci dans 
la case servations” ci-dessous. Guide, para. 32 ral 
6 


Weeks/Days 
Y Semaines/Jours 
Reason - Raison - Rais 7 | qq O A (ee) 


Shortage of work F Pregnancy 
Manque de travail Grossesse 


ea a ete eee Se ee ee ee ere Se een) ee Re a 
B Strike or lockout G Retired (other than age 65) { 
Gréve ou lock-out Retraite (raison autre que 65 ans) H 9 
RM a a ee rss gee ee a es Re be ee aE | |--------------=------= 22 -=-- === --------4 Ente 
Return to school " Work sharini H hs 
(e3 "oH : 9 H Code 
Retour aux études 1 Travail partagé ' Inscrire 
SS Se ee Oe GE GS ee Te ee ro Es. oo) eee oo F le code 
D IIIness or injury tt J Apprentice training 10 
OE ren forg tee eC aalde allelic Ma : a | O. 


it Other (explain below) ' 
\ K Autre jee Gidessous) (A) Total of all entries (rounded to nearest dollar) 
i ! 
i ! 
a i 


E Quit 
Montant total (arrondi au dollar prés) 


Guide, para. 34 


Comments - Observations 


PAID sick LEAVE- $ (02-00 
PER DAY 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées y 


NINE SIX ONE EIG i 


Telephone number of issuer 
Numéro de téléphone du signataire 


Area - Région NO Ext. - Poste 


s ey 
ae ao le ot ea i 


Expected date Not returning aroun YY | am aware that it is an offence to make false entries and hereby certify that all statements on this form are tri: 
of recall Retour non Datainon Je reconnais que toute fausse déclaration constitue une infraction et j‘atteste, par les présentes, que toutesi, 
Date prévue de rappel prévu ronnie déclarations faites sur ce formulaire sont véridiques. 


Guide, para. 4 


& RCT No. used to obtain this form if 


B.C. JONES 


Name of issuer - please print 


different from item 5 
N° de compte 4 RC-/ utilisé pour obtenir 
ce formulaire, s‘il différe de la case 5 
Guide, pars. & 


Employer: In which official language do you wish us to 
communicate with you? & 


Nom du signataire (en lettres moulées) 
Employeur: Dans quelle langue officielle désirez-vous que 
nous communiquions avec vous? 


D-J M Y-4 
Date of issue - Date de délivrance > 2: 5 fe) % 8 ( 
EMP. 2106 (2-84) i 


G di EMPLOYEE'S COPY, PART ONE — DO NOT DETACH FROM PART TWO 


She 


Signature 


23. 


French 
Francais 


English 
Anglais 


COPIE DE L‘EMPLOYE, PARTIE UN — NE PAS DETACHER DE LA PARTIE DEUX PART 4 


THIS FORM MAY ONLY BE USED BY THE EMPLOYER TO WHOM IT WAS SUPPLIED PARTIE 
CE FORMULAIRE DOIT ETRE UTILISE UNIQUEMENT PAR L’EMPLOYEUR AUQUEL /L EST DESIGNE 
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(Note: ‘‘Paragraph’’ refers to sections in 
the guide. ‘‘Item’’ refers to sec- 
tions of the ROE form.) 


2? O Item 1 — 
Form serial number 


21 


ltem 2 — 

Serial number 

of Record of 
Employment amended 
or replaced 


You do not need to make an entry here 
unless you are completing a form to 
amend information given on an earlier 
form or to replace one already issued. 
When this happens, enter the serial 
number of the ROE being replaced. This 
new ROE must be completed in its 
entirety. 

If an employee lost or misplaced the 
ROE and asks you for another, you can 
photocopy the one you kept with your 
payroll records (Employer’s copy — Part 
4). You must countersign the photocopy 
and show a telephone number where the 
Commission can reach you, to confirm 
that the copy is valid. You will have to 
issue a new ROE if the Commission asks 


for it. 


x 2? Item 3 — 
Employer’s name 
and address 


Enter the business name and address as 
used on your Tax Deduction — Canada 


Pension — Unemployment Insurance 
Remittance Return (Form PD7A- 
PD7AR). 


2? 3 Item 4 — 

Postal code 
Please type or print clearly the postal code 
for your business address. 


2? 4 Item 5 — 
RCT employer 
account number 


This must be the same account number 
as used on your Tax Deduction — 
Canada Pension — Unemployment In- 
surance Remittance Return (Form PD7A- 
PD7AR) for remitting UI premiums for 
this employee. 

If your business has more than one 
employer account number or your ROEs 
are completed by an accounting firm, see 
paragraph 36. 


? Item 6 — 
Employee’s name 
and address 
Please give the family name first, then full 
first name and initials. Please enter this 


information clearly. Include the 
employee’s postal code if known. 


? Item 7 — 
Employee’s 
occupation 


Give an accurate one- or two-word 
description of the employee’s usual oc- 
cupation. For example: sales clerk, stock 
clerk, auto mechanic, construction 
labourer. 


? v4 Item 8 — 
Employee’s Social 


Insurance Number 
(SIN) 
It is very important to enter the 


employee’s correct SIN. A claim for UI 
benefits cannot be processed without it. 


It is used to identify and locate a UI 
claim. 


2? 8 Item 9 — 
First day worked 


Enter the actual day the employee started 
to work. If you do not know the actual 
first day worked and the employee has 
worked for you for more than two years, 
enter the date exactly two years before the 
interruption of earnings. 

If the employee has worked for you on 
several occasions, the date to be entered 
is the start of the most recent period in 
which the worker returned to work (that 
is, since you last issued an ROE to this 
person). 

When UI premiums were payable after 
a previous period of employment and the 
insurable weeks were not included on the 
previous ROE, enter the dates of the in- 
surable weeks and the earnings in the 
‘“‘Comments”’ section of Item 14. In ad- 
dition, the insurable weeks are to be in- 
cluded in the total insurable weeks in Item 
12. This situation will occur when 
premiums were payable for a statutory 
holiday, a vacation period, paid sick leave 
payments falling below 60 per cent of the 
employee’s average weekly insurable ear- 
nings or self-insured wage loss insurance 
payments. 


2? O Item 10 — 

Last day worked 
Enter the actual date the employee last 
performed services for you. If you are is- 
suing an ROE for someone who has 
reached age 65 and continues working, 


this will be the last day of the month in 
which the birthday occurred. 


3 O Item 11 — 
Ul premiums 
payable up to 
The date to be entered here is the last day 
for which you pay UI premiums for this 


employee. This is usually the date of the 
interruption of earnings and the same as 
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the last day worked. For someone who 
has reached age 65 and continues work- 
ing, this will be the last day of the month 
in which the birthday occurred. When this 
date is after the last day worked, briefly 
explain why in the ‘‘Comments’’ section 
of Item 14. 


The exceptions 
1) The last day for which UI premiums 
are payable will be before the last day 
worked when an employee has earnings 
that were not insurable in the last pay 
period of employment. For example: an 
employee may work full-time up to May 
1 and part-time between May 2 and May 
15, and not earn the minimum amount 
or be employed the minimum hours to be 
insurable from May 2 to May 15. UI 
premiums are payable up to May 1, not 
to the last day worked (May 15). You 
would enter May | in Item 11. 


2) The last day for which UI premiums 
are payable will be after the last day 
worked when an employee is laid off at 
the end of a paid vacation period, gets 
paid sick, maternity or adoption leave, or 
worker’s compensation top-up payments 
that are insurable or is on paid preretire- 
ment leave. For example: an employee’s 
last day worked was May 15, but he has 
a paid vacation period from May 16 to 
May 31. UI premiums are payable up to 
May 31. Enter May 31 in Item 11. 


Another example: an employee’s last 
day of work was May 15. From May 16 
to May 31, the employee received paid 
sick leave payments which were insurable. 
After May 31, these payments dropped 
below 60 per cent of his normal weekly 
insurable earnings. In this case, enter May 
31 in Item 11. 


Note: If the paid sick leave 

payments are paid after the 
date shown in Item 10, the date 
these payments would start and the 
number of weeks for which they 
are payable should be entered in 
Item 13. In Item 14 — Comments, 
show the amount(s) if known. If 
these earnings fall below 60 per 
cent of the normal weekly insurable 


earnings and are still insurable, 
they must be reported on the next 
ROE. 


Item 12 — 
Number of weeks 
of insurable 


ST 
employment 


If the employee worked for you for at 
least a year, enter the number of weeks 
of insurable employment in the 52 weeks 
before the date noted in Item 11. For ex- 
ample, if the last insurable day was March 
7, 1986, the 52 week period would com- 
mence March 8, 1985. If the employee 
worked for you for less than a year, enter 
the number of weeks of insurable employ- 
ment in the period between the first day 
worked (Item 9) and the date noted in 
Item 11. Add to this figure any weeks that 
were insurable before the last period of 
employment started and that were not in- 
cluded on the last ROE. (For further 
details please refer to paragraph 28.) 

How you calculate the number of 
weeks of insurable employment depends 
on the kind of pay period you use. If your 
pay period is weekly, bi-weekly or every 
four weeks, you will simply total the 
weeks of insurable employment in the last 
52 weeks or in the period between the first 
day worked and the date in Item 11, if 
the employee worked for you for less than 
a year. Remember to add any weeks that 
were insurable before the last period of 
employment started and that were not 
included on the last ROE. 

Weeks of insurable employment for 
employees whose earnings are determined 
annually, like teachers and commission- 
ed salespersons, will normally be 
calculated on the basis of a weekly 
payroll. See paragraphs 65 and 70. When 
in doubt, please contact your nearest 
RCT district office. 

If your pay period is semi-monthly or 
monthly, total the number of complete 
and partial insurable pay periods between 
the dates noted in Items 9 and 11 in ac- 
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cordance with paragraphs 56 and 59 
respectively. 


Item 12A — 

Print this number in words 

Always use two digits when entering the 
number of weeks. For example: nine 
weeks would be shown as 09. Then print 
the number in words in the space below. 
In this example, enter ZERO NINE. 


3 2? Item 13 — 
Paid sick/maternity/ 


adoption leave or 
wage-loss indemnity 
payable after date 
shown in Item 11 


Although Item 13 of the ROE asks for 
‘« . . payments payable after the date 
shown in Item 11’’, employers are now 
instructed to show such payments after 
the date shown in Item 10 (last day 
worked). 

If, after the date in Item 10, the 
employee will get paid sick, maternity or 
adoption leave, or if the employee may 
be eligible for payments under a group 
wage-loss indemnity plan or a long-term 
disability plan, enter the date these 
payments start and the weeks or days for 
which they are payable. Enter the amount 
of payments or the percentage of salary 
to be paid, if known, in the space for 
comments in Item 14. This information 
is important because these payments: 
affect the amount of UI benefits the, 
claimant gets. 


Note: If sick, maternity or adop- 

tion leave payments, or 
payments under a_ self-insured 
group wage-loss indemnity plan 
meet the minimum insurable earn- 
ings for the pay period, these 
payments would continue to be in- 
surable. This may affect the 
number of weeks of insurable 
employment and the amount of in- 
surable earnings you would show 
on the employee’s next ROE. 
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33 Item 14 — 
Reason for issuing 


this Record of 
Employment 


Enter one of the following code letters to 
show why there has been or will be an in- 
terruption of earnings in the box on the 
right of item 14: 


Code A — Shortage of work 

The interruption of earnings may be 
caused by, for example, a plant shut- 
down, decreased production, bad 
weather, fire hazard or job completed. 


Code B — Strike or lockout 
The interruption of earnings is caused by 
a strike or lockout at the place of work. 


Code C — Return to school 
The employee has left the job to go to 
school or university. 


Code D — Illness or injury 
The interruption of earnings is caused by 
illness, injury or quarantine. 


Code E — Quit 

The employee voluntarily left the job. If 
you know the reason, give this informa- 
tion in the space provided for comments. 


Code F — Pregnancy 
The employee’s interruption of earnings 
is caused by pregnancy. 


Code G — Retired 

Use this code only if the employee has 
retired before reaching age 65. Give the 
reason for retirement such as voluntary, 
health reasons or company policy. If the 
employee has reached age 65, use Code 
K (‘‘other’’) and write ‘‘age 65’’ in the 
space provided for comments. 


Code H — Worksharing 

If your company negotiated a workshar- 
ing agreement with the Commission and 
this employee is covered by that agree- 
ment, use this code. 


Code J — Apprentice training 
Under provincial legislation, some ap- 
prentices must take training as a condi- 


tion of their apprenticeship. Use this code 
when you are issuing an ROE for such an 
apprentice. 


Code K — Other 

If the ROE is being issued because the 
employee has reached age 65 or for some 
other reason which is not covered by a 
code on the form, enter ‘‘K’’ in the box 
to the right. In the space provided for 
comments below, enter the reason. For 
example, ‘‘age 65’’, ‘‘adoption leave’’, 
‘‘leave of absence’’ or ‘‘requested by the 
Commission’’. If the employee has been 
fired, just enter ‘‘fired’’. The Commis- 
sion will ask you later for more details. 


3 4 Item 14 — 
Comments 
Use this space: 


@ to explain why the date in Item 11 is 
listed after the date in Item 10; 


@ to explain the use of code ‘‘K’’ — for 
example, enter ‘‘age 65’ or “‘leave 
without pay for adoption’’; 


@ to indicate the employee’s hourly rate 
of pay when the dollar value is less than 
the minimum for the pay period, but 
the employee has met the minimum 
hourly requirement and is insurable; 


M to record any monies paid in con- 
templation of, on, or after the separa- 
tion from employment if there is 
insufficient space in Item 18; 


@ to indicate that severance payments 
were paid or payable as a result of a 
collective agreement or written policy 
and to indicate the commencement 
date and expiry date of the agreement 
or policy; 


@ to indicate that an employee is entitled 
to receive money from other sources 
such as a union sick leave plan or sup- 
plementary unemployment benefits, 
long term disability payments or the 
particulars of the payments identified 
in Item 13; 


@ to indicate the dates of insurable weeks 
and earnings prior to the first day 
worked that were not included on a 
previous ROE and are now included in 
Item 12. (Refer to paragraph 28.) 


If the employee was fired, no explana- 
tion should be entered because the Com- 
mission will contact you for more details. 


3 5 Item 15 — 
Expected date 
of recall 


If you expect the employee to come back 
to work for you, enter the expected date 
of recall. This usually occurs in cases of 
illness or injury, pregnancy, adoption 
leave or a temporary layoff. If there is a 
possibility of returning but the date is 
unknown, check the ‘‘unknown”’ block. 

If the employee will not be returning 
and there is a complete severance of the 
relationship between the employee and 
the employer, check the ‘‘not returning”’ 
block. 


3 ltem 16 — 
RCT number used to 
obtain this form if 
different from Item 5 


The number entered in Item 5 must be the 
same as the RCT employer account 
number used to pay that employee’s UI 
premiums. If this number is different than 
the one used to obtain ROEs from the 
Commission, enter in this item the RCT 
number that was used to obtain the ROEs 
you are completing. 

Some businesses have their payroll 
records kept by accounting firms. If the 
accounting firm has obtained ROEs from 
the Commission using its own RCT 
number, the accounting firm’s number 
should be entered here. 


3 [ Item 17 — 
For employer’s use 


Use this space to record your file 
reference such as payroll or badge 
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number. This will help you locate your 
file copy of the ROE if a Commission 
official contacts you to clarify the infor- 
mation reported on it. 


3 8 Item 18 — 
Additional monies 


paid or payable on 
or after termination 
of employment 


For the payment of unemployment in- 
surance benefits, certain kinds of 
paymients are considered to be ‘“‘earn- 
ings’’. If a claimant receives such 
payments, the CEIC allocates the money 
on the basis of the claimant’s normal 
weekly earnings and the payment of 
benefit does not begin until the weeks of 
‘‘earnings’’ have run out. 


3 O Item 18A — 
Vacation Pay 

Enter the gross amount of vacation pay 
paid or payable in contemplation of, on, 
or after the separation from employment. 
If vacation pay is paid into a trust fund 
just enter the term ‘‘trust fund’’. 

For general guidance regarding the in- 


surability of vacation pay, please refer to 
paragraph 5. 


A Item 18B — 
Statutory holidays 
after termination 

Statutory holiday pay, paid or payable, 
is earnings for the purpose of unemploy- 
ment insurance benefits. Enter the holi- 
day date and the amount of pay for 
statutory holidays that occur after the last 
day worked. 

For general guidance regarding the in 
surability of statutory holiday pay, please 
refer to paragraph 5. 

Item 18C — 


4 1 Other monies 


If any of the following payments are paid 
or payable in contemplation of, on, or 


after the separation from employment, 
enter the type of payment and the 
amount: 


@ Severance pay 
@ Retirement benefits (lump sum) 


@ Accumulated retirement or 
sick leave credits (lump sum) 


@ Bonuses or gratuities 
@ Wages in lieu of notice 
@ Retroactive payments of wages 


@ A payment in kind (describe article 
e.g. car and give monetary value) 


@ All other monies (please specify) 


If there is insufficient space, please use 
the comment section in Item 14. In addi- 
tion, if any of these monies, including 
vacation pay, were payable as a result of 
a collective agreement or written policy 
in force prior to December 31, 1984, in- 
dicate this fact and the commencement 
and expiry dates in the comments section 
of Item 14. 

For general guidance regarding the in- 
surability of these monies, please refer to 
paragraph 5. 


4 Dy Item 19 — 
Pay period type 
and final pay period 
ending date 


Indicate the type and the actual ending 
date of the final regular pay period in 
which the interruption of earnings occurs. 
For example: your pay period ends on the 
15th of the month but the interruption of 
earnings occurs on the 10th. Enter the 
15th as the final pay period ending date. 

The type of pay period may be one of 
the following: weekly, bi-weekly, semi- 
monthly, monthly or 13 pay periods a 
year. Any other type of pay period, such 
as annual contracts of service for teachers 
or commissioned salespersons must be 
reported as stated in Part 4. 


If you changed the pay period type or 
pay period ending date and the period 
covered by the ROE reflects both, show 
the most recent pay period type and en- 
ding date and in the comments section of 
Item 14 show the previous pay type and 
ending date, indicating a change had 
occurred. 


4 Item 20 — 
Insurable earnings 
by pay period 


How you complete this item will depend 
on the kind of pay period you use. Make 
one entry for the insurable earnings in — 
each of the pay periods that cover the last 
20 weeks of insurable employment. 

Show dollars and cents for all entries 
for each pay period. 

In case of employer bankruptcy or 
financial difficulties please contact your 
local Canada Employment Centre for 
guidance on completion of Items 12 and 
20 on the Record of Employment. 

For instructions on how to complete 
Item 20 by pay period, refer to the cor- — 
responding paragraph for the pay period ~ 
type: 7 


Weekly 54 


Bi-Weekly 55 
Semi-Monthly 57a 
Monthly 60 
13 periods per year 624 


4 The first entry 
Item 20 


The first entry should show the insurable 
earnings for the final pay period which 
is the most recent insured pay period. If 
you used an estimate to determine the 
amount of insurable earnings in the final 
pay period, include the term ‘‘est.’’ beside 
the amount. 

You will have to issue a new ROE with 
the exact amount if the employee or the 
Commission asks for it. 


The Record of Employment 


Insurable earnings 
in the 20th week 


4 
Item 20 


If an employee has more than 20 weeks 
of insurable employment, the 20th week 
may not coincide exactly with a full pay 
period. To determine the insurable earn- 
ings for the 20th week (the last entry), 
calculate the portion of the insurable ear- 
nings in the pay period in which the 20th 
week falls. Refer to paragraph 58 Table 
D for semi-monthly pay periods and 
paragraph 61 Table F for monthly pay 
periods. Remember, the minimum and 
maximum weekly insurable earnings nor- 
mally change annually. (See tables A and 
B in paragraphs 52 and 53.) 


Item 20A — Total of all entries 

When completing this item, round off the 
total of all entries to the nearest dollar. 
Enter the total in the space below. The 
amount to be entered must fill all four 
blocks. For example: if the amount is 
$950.49 enter it as 0 9 5 0. If you are us- 
ing the most recent revised edition which 
has five blocks, the amount to be entered 
must fill all five blocks. For example: if 
the amount is $950.49 enter it as 00950. 


Item 20B — Total amount in words 
Print the total amount in words. In the 
above example, this would be ZERO — 


_ NINE — FIVE — ZERO. 


Item 21 — 
Telephone number 
of issuer 


46 


_ Be sure to include your area code and 
_ extension number. 


ltem 22 — 
Signature and 
declaration 


47 


_ The employer or an authorized person 
must sign the completed ROE in this 


space. An employee, even if normally 
authorized, should not sign his/her own 


ROE. The signature certifies that all 
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statements on the ROE are true. The 
name of the person who has signed the 
form should be typed or printed clearly 
in the space to the right. 

If the ROE has been completed entire- 
ly by computer and no changes have been 
made, the name of the authorized person 
may be printed. Otherwise it must be 
signed. 


ltem 23 — 
Date of issue 


4 


Enter the date on which the ROE is 
completed. 


20 
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4 General information 
on completing 
Item 20 


These instructions will tell you how to 
complete Item 20 (insurable earnings) 
depending on the kind of pay period you 
use. For employers with semi-monthly 
and monthly pay periods there are also 
instructions for calculating the weeks of 
insurable employment and for determin- 
ing insurable earnings for partial pay 
periods. 

Please note that for Item 20, when the 
employee’s earnings are at the maximum 
for each pay period, you do not have to 
enter the amount for each one. Just write 
the amount (for example, $990 for a bi- 
weekly pay period) in the first and last 
entry and draw a line through the blocks 
in between. But remember, you will 
sometimes be entering weeks from the 
previous calendar year when the maxi- 
mum was lower. In that case, enter the 
amounts from the previous year in the 
same way. 


5 Minimum and 
maximum insurable 
earnings 
The employment of employees who either 
earn 20 per cent of the maximum in- 
surable earnings or work 15 hours a week 
is insurable. Table A gives the minimum 
and maximum levels of earnings or hours 
of employment required to be insurable 
for various types of pay periods in 1986. 
Table B shows the minimum and maxi- 
mum levels of earnings or hours of 
employment that were insurable for 
various types of pay periods in 1985. 


51 Important note 


To be insurable in 1985 or 1986, an 
employee needs to meet only one of the 
minimum requirements. 


5 Range of insurable 
earnings for various 
pay periods in 1986 
Table A — 


Pay period | ——_—_ Earnings 


minimum 


earnings 4 
oe 


99,00 15 hours | 495.00 
3.00 30 hours 
214.51 "33 hours 
) 65 hours 


1,980.00 


D 


Range of insurable 
earnings for various 
pay periods in 1985 


Table B — 
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5 4 Weekly pay period 


[f the employee has had 20 or more weeks 
>f insurable employment, make an entry 
n all 20 spaces, starting with the final in- 
surable pay period. If the employee had 
a week or weeks of employment that were 
10t insurable, you will have to go back 


The following chart will help you determine weeks of insurable employ- 


nent and insurable earnings. 


further than 20 weeks in your payroll 
records to obtain the 20 weeks of in- 
surable earnings. If the employee has less 
than 20 weeks of insurable employment, 
enter the insurable earnings for each week 
that was insurable. 

There are no entries in the pay period 
exceptions column for weekly pay 
periods. 

Remember, a week in which the 


Genre de période de paye 


(hebdomadaires, de quinzaine, etc.) 


Guide, para, 42 


WE BKLY 


ui: Pay period type (weekly, bi-weekly, etc.) 


employee did not earn either the 
minimum insurable earnings ($99 in 1986) 
or was not employed the minimum 15 
hours is not a week of insurable employ- 
ment. Do not report earnings that were 
not insurable. 

The maximum insurable earnings for 
a weekly pay period in 1986 is $495. 


Final pay period ending date 
Date de /a fin de la derniére 
période de paye 


MARCH 20, IA86 


[ Did employee earn at least $99 during the pay period? | 


Yes 


| Insurable Earnings by Pay Period (P.P.*) (Starting with the final pa’ riod, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commencant par la derniére période de paye 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable eS @ [a case 13 
jusqu’a un maximum de 20 semaines.) 


Guide, para. 43 


at 


No Insurable Earnings 
Rémunération assurable 


Employed at least 15 hours in the pay week? 


P.P. Except. 
“weeks’” 
P.P. except. 
“semaines” 


P.P. Except. 
Insurable Earnings “weeks” 
Rémunération assurable P.P. except. 


Yes 


445 00 


445.00 


¢ one week of insurable 
employment 


© pay week not insurable 
¢ no insurable earnings 


4-60-00 


e insurable earnings up 
to a maximum of $495 


Vote: Amounts shown on the chart are effective from January 


I, 1986 to December 31, 1986. 


lay week examples: 


. Pay week same as calendar week — 


Seve glee at © 
ewe Orn foe oO 66.8 Fe 


. Pay week not the same as the calendar week — 


Seve Wi I. Fi -S 
Peewee «4.45 °. 6 7 
Cr edd, cel tol 


_ Pay week starts on Sth and ends on 11th. 


(A) Total of all entries (rounded to nearest dollar) 
Montant total (arrondi au dollar prés) 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


NINE FIVE EIGHT FIVE 


Telephone number of issuer 


Numéro de téléphone du signataire 


Area - Région ,NO 
pe | 
1 1 1 = Ve ee Tt 


Ext. - Poste 


eed 


| am aware that it is an offence to make false entries and hereby certify that all statements on this form are true. 
Je reconnais que toute fausse déclaration constitue une infraction et j‘atteste, par les présentes, que toutes les 
déclarations faites sur ce formulaire sont véridiques. 


Guide, para. 16 
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5 5 Bi-weekly pay period 


In this type of pay period, earnings are 
insurable for both weeks if the employee 
had earnings or was employed in each 
week and the earnings received or hours 
employed are at least the minimum for 
the pay period ($198 or 30 hours in 1986). 

When the earnings and hours employed 
in the complete pay period do not meet 
the minimum for this type of pay period, 
insurability must be determined on a pay 
week* basis. Enter the insurable earnings 
for the pay week that were insurable and 
the figure 1 in the pay period exceptions 
column (P.P. Except. ‘‘weeks’’). 

If the employee has had 20 or more 
weeks of insurable employment, you will 
have to make an entry for at least 10 pay 
periods, starting with the final pay period. 
More than 10 entries will be needed if one 
week in any pay period was not insurable. 

When an employee has more than 20 
weeks of insurable employment, the in- 
surable earnings for only 1 week may be 
needed to cover the 20th week. In such 
a case, the last insurable earnings to be 
entered in item 20 will be the total in- 
surable earnings in the bi-weekly pay 
period divided by two. 

If the employee has less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 

The maximum insurable earnings for 
a bi-weekly pay period in 1986 is $990. 


* Note: See paragraph 3 for the definition of 
a pay week. 


$ 


(C) Other monies (explain) - Autres sommes (préciser) 


19. 


Guide, para. 41 


Final pay period ending date 
Date de /a fin de la derniére 


Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) période de paye 


Bi-Weenry MARCH 22, (196 


s Social Insurance No. 
ance sociale de l’employé 


20. 


Insurable Earnings by Pay Period (P.P.*) (Starting with the final _pa riod, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 


Rémunération assurable par période de paye (P.P.*) (En commencant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d’emploi assurable SR aT 3 Ja case is 


jusqu’a un maximum de 20 semaines.) Guide, para. 43 


: 


hen 
1 D-J Y-A * P.P. Except. | * P.P. Except. 
Insurable Earnings “weeks” Insurable Earnings “weeks” 
Pips Rémunération assurable P.P. except. Pea Rémunération assurable P.P. except. 
) t f, “semaines” “semaines” 
D-J M Y-A 
ome 
le e 
last 52 
sloyee, 
> ? | 440.00 i 
$taient 4 
emploi 
3 
noulées 
4 
after date shown in item 
me collectif d’assurance- 5 
ant, inscrire celui-ci dans 
Weeks/Days 6 
Semaines/Jours "q O o 
pea nag 7 | 10 00 
alison H é 
os etka oe in ae 4 
' 
' 
H 8 
pe ee ee a 4 
2 65) H 
jue 65 ans) H 
abe as i 9 
q Enter 
H Code 
H Inscrire 
ig Scene a 1 le code 
| we |°| 42000 
mee cas i 
1 
' 
ous) ! (A) Total of all entries (rounded to nearest dollar) 
‘ Montant total (arrondi au dollar prés) 
KBs pe 
(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 
Nive FIVE BIGUT FIVE 
27. 
Telephone number of issuer 
Numéro de téléphone du signataire 
Area - Région ,NO Ext. - Poste 
returning Uncnown y9R | am aware that it is an offence to make false entries and hereby certify that all statements on this form are true. 
ntainan OY ENEAT Je reconnais que toute fausse déclaration constitue une infraction et j‘atteste, par /es présentes, que toutes /es 
via OO déclarations faites sur ce formulaire sont véridiques. 
Guide, para. 16 
| 
Signature of issuer 1 Name of issuer - please print 
Signature t Nom du signataire (en lettres moulées) 
23. D-J Y-A 
English French Date of issue - Date de délivrance b 
Anglais Fran¢ais 


> COPY, PART ONE — DO NOT DETACH FROM PART TWO 


LOYE, PARTIE UN — NE PAS DETACHER DE LA PARTIE DEUX 
NAY ONLY BE USED BY THE EMPLOYER TO WHOM IT WAS SUPPLIED 


PART 
PARTIE 


WT ETRE UTILISE UNIQUEMENT PAR L’EMPLOYEUR AUQUEL IL EST DESIGNE 
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The following chart will help you determine weeks of insurable employ- 


ment and insurable earnings in a bi-weekly pay period. 


Was the person employed 
or 
did the person have 


earnings in each week of 
the pay period? 


Yes 


Was the person employed 
fer at least 15 hours 


did the person have 


Was the person employed 

at least 30 hours 

| or 

‘did the person have 

earnings of at least earnings of at least $99 
$198 in the pay in either pay week? 
acs 


[Yes | | Yes” 
i” 
¢ two weeks of © one week of ¢ pay period 
insurable insurable not insurable 
employment employment © no insurable 
) e insurable e insurable earnings 
earnings up to earnings up to a 
a maximum maximum of $495 
of $990 ° show a1 in 
P.P. Except. 
: | column 
. 


ote: Amounts shown on the chart are effective from January 1, 1986 
to December 31, 1986. 


Pay weeks examples: 
Bi-weekly pay period 


1. Pay week are the same as calendar weeks — 
Soe Noe Wear ta Eas 
1 2a eyo 4 45! 6 SZ, 
6 SOPOT 12. 13 244 


The pay period starts the Ist and ends the 14th. 
First pay week starts the Ist and ends the 7th. 
Second pay week starts the 8th and ends the 14th. 


2. Pay weeks are not the same as calendar weeks — 


Seite ly gscVV Se ome mS 
Witirvetsms 4° 5 Gi r7 
SHPO 11 A122 Saad 4 
Toa t6mly 918 “19820821 


The pay period starts the 5th and ends the 18th. 
First pay week starts the Sth and ends the 11th. 
Second pay week starts the 12th and ends the 18th. 
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5 Semi-monthly 
pay period 


The table below shows how to determine 
the number of weeks of insurable employ- 
ment in complete semi-monthly pay 
periods. 
Note: Use this table only to convert com- 
plete semi-monthly pay periods in- 
to weeks of insurable employment. Par- 
tial pay periods calculated on a weekly 
basis must be added after we conversion. 


Table C : : 
eeks of insurable employment 


Number of Equivalent 
complete | weeks of 
_ insurable 


-semi-monthly 
= employment 


5 i; How to complete 
Item 20: 


Semi-monthly 
pay period 


In this type of pay period, earnings are 
insurable for all the weeks in the pay 
period if the employee either was 
employed or had earnings in each week 
and part-week and the earnings received 


or hours employed are at least the 
minimum for the pay period ($214.50 or 
33 hours in 1986). 

If the earnings and hours of employ- 
ment do not meet the minimum for this 
type of pay period or if the employee did 
not work or have earnings in each week 
or part week of the pay period, 
insurability must be determined on a 
calendar week basis (Sunday to 
Saturday). Enter only the insurable 
earnings for the week or weeks of employ- 
ment that were insurable and the figure 
1 or 2 in the pay period exceptions column 
(P.P. Except. ‘‘weeks’’) to show the 
number of weeks that were insurable. (A 
fraction of a week may be required in this 
column to identify part of a pay period 
which includes the 20th week of insurable 
employment.) 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least 10 pay 
periods, starting with the final pay period. 
More than 10 entries may be needed if any 
week or part of a week in any pay period 
was not insurable. 

If the employee has less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 

The maximum insurable earnings for 
a semi-monthly pay period in 1986 is 
$1,072.50. 


5 insurable earnings 
in the 20th week: 

semi-monthly 

pay period 
Item 20 on the ROE is for listing insurable 
earnings by pay period for the last 20 
weeks of insurable employment or, if less 
than 20 weeks, the insurable earnings for 
the number of weeks shown in Item 12. 

How you calculate the insurable earn- 

ings for the 20th week of insurable 
employment (the last entry) will depend 
on whether the earnings are from a com- 
plete semi-monthly pay period or a par- 
tial pay period in which only | or 2 weeks 
were insurable. 


Complete pay period 
If an employee has more than 20 weeks 
of insurable employment, the 20th week 


may not coincide exactly with the end of 
a complete pay period. To determine the 
insurable earnings for the 20th week (the 
last entry), calculate the portion of the in- 
surable earnings in the pay period in 
which the 20th week falls. 

The table below shows you how to 
calculate the insurable earnings for the 
part of the pay period that includes the 
20th week. 

For example, earnings for 1/2 of a 
week from a complete semi-monthly pay 
period with insurable earnings of $830 
would be calculated as 23 per cent of the 
complete pay period (23/100 x $830 = 
$190.90). 


Note: This table should not be used for 
the partial pay period calculations 
described below. 


Partial pay period 

When you are calculating the insurable 
earnings for the 20 weeks, the pay perioc 
covering the 20th week may not be a com: 
plete semi-monthly pay period. You 
would have to calculate the earnings from 
a partial pay period consisting of one ol 
two weeks to get the total insurable 
earnings for the 20 weeks. 
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As shown in the following example, 
an employee has worked eight complete 
pay periods (a total of 17 1/3 weeks) and 
two weeks of a partial pay period for a 
total of 19 1/3 weeks. To establish the 
total for 20 weeks, you must calculate 2/3 
of the insurable earnings from the latest 
week in the partial pay period that covers 
the 20th week of insurable employment. 
Enter the amount in the earnings column 
and 2/3 in the pay period exceptions col- 
umn. In the following example, earnings 
for 2/3 of a week were calculated as 2/3 
xX $425 = $283.33. 


ik: Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye Date de /a fin de la derniére 
(hebdomadaires, de quinzaine, etc.) période de paye 


SEMI-MOUTHLY _|APRILIS: 1486 


B insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commencant par la derniére période de paye 
inscrire le montant de la rémunération assurable des semaines d’emploi assurable indiquées 4 la case 3 
Jusqu’a un maximum de 20 semaines.) uide, para. 


Final pay period ending date 


The following chart will help you determine weeks of insurable 
employment and insurable earnings in a semi-monthly pay 
period. 


; P.P. Except. P.P. Except. Did employee earn at least $214.50 during the pay period? 
Insurable Earnings “weeks” Insurable Earnings “weeks” 
Rémunération assurable P.P. except. PaP2 Rémunération assurable P.P. except. 


“semaines” “semaines” 


Yes No 


Employed at least 33 hours in the pay period? 


Yes No 


E 


Employed in each calendar week or 
part-week in the pay period? 


| 
Yes No 


Earned at least $99 or employed at least 15 hours 
during one or more calendar weeks or part-weeks? 


vena ey 


e 2 1/6 weeks of © one week of insurable © pay period not 
insurable employment for each insurable 
employment calendar week or part ¢ no insurable 

e insurable week with earnings of earnings 
earnings up to $99 or employment 
a maximum of of 15 hours 
$1,072.50 e insurable earnings for 


that week or part- 
week up to a maxi- 
mum of $495 

e show a1 or 2 in P.P. 
Except. column 


(A) Total of all entries (rounded to nearest dollar) 
Montant total (arrondi au dollar prés) 


Note: Amounts shown on the chart are effective from January 1, 1986 
to December 31, 1986. 


Telenhone number of issuer 
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5 O Monthly pay period 


The table below shows how to determine 
the number of weeks of insurable employ- 
ment in complete monthly pay periods 
and the number to be shown on the ROE. 


Note: Use this table only to convert com- 
plete monthly pay periods into 
weeks of insurable employment. Partial 
pay periods calculated on a weekly basis 
must be added after the conversion. 


Table E 
Weeks of insurable employment 


Equivalent weeks of 
insurable employment 


Number of complete 
monthly pay periods 


ON Onkh WN + 


6 How to complete 
Item 20: monthly 
pay period 


In this type of pay period, earnings are 
insurable for all the weeks in the pay 
period if the employee was either 
employed or had earnings in each week 
and part-week and the earnings received 
or hours employed are at least the 
minimum for the pay period ($429 or 65 
hours in 1986). 

If the earnings and hours of employ- 
ment do not meet the minimum for this 
type of pay period or if the employee did 
not work or have earnings in each week 
or part week of the pay period, 
insurability must be determined on a 
calendar week basis (Sunday to 
Saturday). Enter the insurable earnings 


for the week or weeks of employment that 
were insurable. Put a figure 1, 2, 3, or 4 
in the pay period exceptions column (P.P. 
Except ‘‘weeks’’ to show the number of 
weeks that were insurable. (A fraction of 
a week may be required in this column to 
identify part of a pay period which 
includes the 20th week of insurable 
employment.) 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five pay 
periods, starting with the final pay period. 
More than five entries may be needed if 
any week or part of a week in a pay 
period was not insurable. 

If the employee had less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 

The maximum insurable earnings for 
a monthly pay period in 1986 is $2,145. 

in the 20th week: 


on 
monthly pay period 


Item 20 on the ROE is for listing insurable 
earnings by pay period for the last 20 
weeks of insurable employment or, if less 
than 20 weeks, the earnings for the 
number of weeks shown in Item 12. 

How you calculate the insurable earn- 
ings for the 20th week of insurable 
employment (the last entry) depends on 
whether the earnings are from a complete 
monthly pay period or a partial pay 
period in which only 1, 2, 3 or 4 weeks 
were insurable. 


insurable earnings 


Complete pay period 

If an employee has more than 20 weeks 
of insurable employment, the 20th week 
may not coincide exactly with the end of 
a complete pay period. To determine the 
insurable earnings for the 20th week (the 
last entry), calculate the portion of the in- 
surable earnings in the pay period in 
which the 20th week falls. 

The table below will show you how to 
calculate the insurable earnings for the 
pay period that includes the 20th week. 
For example, earnings for 2/3 of a week 
from a complete pay period with 
insurable earnings of $1,800 would be 


calculated as 15 per cent of the complete 
pay period (15/100 x $1,800 = $270). 


Portion of a complet ? 
pay period that includes) earnings i 
aot weck | pred 


Note: This table should not be used for 
the partial pay period calculation 
described below. 


Partial pay period 

When you are calculating the insurable 
earnings for the 20 weeks, the pay period 
covering the 20th week of insurable — 
employment may not be a complete 
monthly pay period. You will have to 
calculate earnings from a partial pay 
period consisting of 1, 2, 3 or 4 weeks to 
get the total insurable earnings for the 20 | 
weeks. 

As shown in the example below, an 
employee has worked four complete pay 
periods for a total of 17 1/3 weeks and 
two weeks in an incomplete pay period 
for a total of 19 1/3 weeks. To establish — 
the total for 20 weeks, you must calculate 
2/3 of the insurable earnings from the 
latest week in the partial pay period that 
covers the 20th week of insurable employ- 
ment. Enter the amount in the earnings 
column and 2/3 in the pay period excep- 
tions column (P.P. Except. ‘‘weeks’’). In 
the following example, earnings for 2/3 
of a week were calculated as 
2/3 < $425" =" 9283.33: 
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(C) Other monies (explain) - Autres sommes (préciser) 
Guide, para. 41 


m Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) période de paye 


AKON THALY MARCH D1, (986 


5 Insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commencant par /a derniére période de pave 


inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées a Ta case 12, 


Final pay period ending date 
Date de /a fin de la derniére 


jusqu’a un maximum de 20 semaines.) Guide, para, 48 
* P.P. Except. | * P.P. Except. 
Insurable Earnings “weeks” Insurable Earnings “weeks” 
P.P. Rémunération assurable P.P. except. [alias Rémunération assurable P.P. except. 


“semaines” 


4 “semaines” 
1 949 0.00 } 2. 11 


2 2145.00 : | 
* | 21.45.00) a | 
. | 1994.34 oi ts | 
Gere ie | 
Ae | 


+—_—— 


| 
| 


(A) Total of all entries (rounded to nearest dollar) 
Montant total (arrondi au dollar prés) 


‘4.560 
(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


NINE Five FIVE ZERO 


Telephone number of issuer 
Numéro de téléphone du signataire 


Area - Région ,NO 


Ext. - Poste 
(es | ement af a ws ae ee 


m | am aware that it is an offence to make false entries and hereby certify that all statements on this form are true. 
Je reconnais que toute fausse déclaration constitue une infraction et /atteste, par les présentes, que toutes les 
déclarations faites sur ce formulaire sont véridiques. 

Guide, para. 16 


Signature of issuer 


Name of issuer - please print 
Signature 


Nom du signataire (en lettres moulées) 


}----- 


Y-A 


Date of issue - Date de délivrance 


l 

DO NOT DETACH FROM PART TWO 
VE PAS DETACHER DE LA PARTIE DEUX 
= EMPLOYER TO WHOM IT WAS SUPPLIED. : 
NT PAR L’EMPLOYEUR AUQUEL IL EST DESIGNE 


PART 
PARTIE 


The following chart will help you determine weeks of insurable 
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employment and insurable earnings in a monthly pay period. 


Did employee earn at least $429 during the pay period? 


Yes 


| Employed at least 65 hours in the pay period? | 


Yes 


part-week in the pay period? 


| Employed in each calendar week or 


Yes 


ee 


Earned at least $99 or employed at least 15 hours 
during one or more calendar weeks or part-weeks? 


Yes 


ea 


e 41/3 weeks of 
insurable 
employment 

e insurable 
earnings up to 
a maximum of 
$2,145 


[ one week of insurable 


employment for each 
calendar week or part 
week with earnings of 
$99 or employment 
of 15 hours 
insurable earnings for 
that week or part 
week up to a maxi- 
mum of $495 

show a 1, 2, 3 or 4 
in P.P. Except. 
column 


© pay period not 


insurable 


© no insurable 


earnings 


Note: Amounts shown on the chart are effective from January 1, 1986 
to December 31, 1986. 
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6 2? 13 pay periods a year 


In this type of pay period, earnings are 
insurable for four weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours employed 
are at least the minimum for the pay 
period ($396 or 60 hours in 1986). 

When the earnings and hours of 
employment in the full pay period do not 
meet the minimum for this pay period, 
insurability must be determined on a pay 
week basis. (See paragraph 3 of this guide 
for a definition of a ‘‘pay week’’). 


si: Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 
Guide, para. 42 


I> A YEAR 


Final pay period ending date 
Date de la fin de la derniére 
période de paye 


MARCHIS. 1986 


If the employee had no insurable 
earnings in some of the pay weeks of a 
pay period, enter only the insurable ear- 
nings for the weeks that were insurable. 
Enter the figure 1, 2 or 3 in the pay period 
exceptions column (P.P. Except. 
‘‘weeks’’) to show the number of weeks 
that were insurable. 

If the employee has 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five pay 
periods, starting with the final pay period. 
More than five entries will be needed if 
one pay week in any pay period was not 
insurable. 

When an employee has more than 20 


jusqu’a un maximum de 20 semaines.) Guide, para. 43 


AIH insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 0 
Rémunération assurable par période de paye (P.P.*) (En commencant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable odes a la case 13 


insurable weeks.) 


Did emp 


weeks of insurable employment, the in- 
surable earnings for only 1, 2 or 3 weeks 
may be needed to cover the 20th week. 
In such a case, the insurable earnings to 
be entered would be: 1 week — 25 per 
cent, 2 weeks — 50 per cent, or 3 weeks 
— 75 per cent. 

If the employee had less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each pay period. 

The maximum insurable earnings for 
a pay period that is one of 13 pay periods 
a year is $1,980 in 1986. 


The following chart will help you determine weeks of insurable 
employment and insurable earnings when you have 13 pay 
periods a year. 


earn at least $396 during the pay period? 


L 


P.P. Except. P.P. Except. ioyee 
Insurable Earnings “weeks” Insurable Earnings “weeks” 
PLP. Rémunération assurable P.P. except. E:Rt Rémunération assurable P.P. except. 
“semaines” “semaines” Yes No 


Employed at least 60 hours in the pay period? | 


Yes 


No | 


Employed in each pay week in 
the pay period? 


(Res 


[No | 


Earned at least $99 or employed at least 15 hours 
during one or more pay weeks? 


Yes 


— 


e 4 weeks of 
insurable 


employment 
e insurable 


earnings up to 
a maximum of 
$1,980 


10 20 


(A) Total of all entries (rounded to nearest dollar) 
Montant total (arrondi au dollar prés) 


9.62.0” 


© one week of insurable | | ° pay period not 


employment for each insurable 
$99 or 15 hours © no insurable 
pay week earnings 


e insurable earnings for 
that week or part 
week up to a maxi- 
mum of $495 

e show a1, 2 o0r3 in 
P.P. Except. column | 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


NINE SIX TWO ZERO 


Telanhone number of issuer 


Note: Amounts shown on the chart are effective from January 1, 1986 


21 to December 31, 1986. 
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6 3 Special rules 


Special rules apply to people who are paid 
on commission and piece-work and to 
teachers and professional athletes on 52 
week contracts. For exact details on how 
to determine insurable earnings for such 
employees, you should refer to the RCT 
booklet Canada Pension Plan Contribu- 
tion and Unemployment Insurance 
Premium Tables. For Québec employers, 
the booklet is entitled Unemployment In- 
surance Premium Tables. 

The following information will help 
you to determine the insurable weeks and 
the insurable earnings in Item 20 on the 
ROE for special groups of workers. 


6 Earnings calculated 
on a regular pay 
period basis 


If the employee is paid straight commis- 
sion on a regular basis, such as bi-weekly 
or semi-monthly, follow the instructions 
for the completion of Item 20 for the type 
of pay period involved. This also applies 
to a commissioned employee who has a 
drawing account with no periodic settle- 
ment of that account and piece-workers 
who are paid on a regular pay period 
basis. 

Remuneration paid to an individual 
employed under a contract of service for 
a period of 52 consecutive weeks and paid 
‘in 10 or 22 payments is also treated on 
aregular pay period basis. Follow the in- 
structions in paragraph 67. 

If the employee is paid a combination 
of regular salary and commission, see 
paragraph 65. 


6 Earnings calculated 
on a yearly basis 


Here are the conditions under which earn- 
ings are calculated on a yearly basis: 


@ Commission paid at irregular intervals; 


@ A combination of a drawing account 
or regular salary, and commissions; 


@ Drawings taken irregularly where no 
periodic settlement of account is made; 


@ Piece-work when settled at irregular 
intervals; 


@ Remuneration paid to an individual 
employed under a contract of service 
for a period of 52 consecutive weeks, 
when the payments do not extend over 
the entire 52 week period and are paid 
in other than 10 or 22 payments. 


These earnings are considered as 
insurable on the basis of a calendar year 
beginning with the first dollar, paid up 
to the maximum yearly insurable earn- 
ings. In 1986, the maximum yearly 
insurable earnings is $25,740. Special 
provisions exist for deducting UI 
premiums when the regular UIC tables do 
not always apply. For information, con- 
tact your local RCT District Office. 

This system of calculating insurable 
earnings and weeks of insurable employ- 
ment has been devised to accommodate 
employees with fluctuating incomes. It 
also permits a fairer appraisal of the 
employee’s income and substantially in- 
creases the worker’s entitlement to UI 
benefits. 

For example, a real estate agent may 
only receive two $5,000 commissions in 
a year. If we applied normal pay period 
rules, this employee would only be in- 
sured for two weeks at $495 per week, the 
weekly maximum in 1986. However, if we 
average the income, by dividing the yearly 
gross income by 52, the employee would 
have 52 weeks of insurable employment 
at $192.31 per week. 


When less than a full year is involved 
When the employment of an employee 
begins after the start of a calendar year 
or terminates before the end of the year, 
make a proportional adjustment to the 
maximum yearly insurable earnings. To 
adjust the insurable earnings, consider 
only the weeks of employment in each 
calendar year. The adjusted maximum 
yearly insurable earnings equals the week- 
ly maximum earnings multiplied by the 
number of weeks of employment in that 
calendar year. For example, an employee 
working from November Sth, 1985 to 
May 30th, 1986 would have 8 calendar 
weeks ending in 1985 with maximum in- 
surable earnings of $3,680 (8 x $460 or 


8/52 x $23,920), and 22 calendar weeks 
in 1986 with maximum insurable earnings 
of $10,890 (22 x $495 or 22/52 x 
$25,740). 


Reduction in the maximum yearly in- 
surable earnings because of a leave 
without pay 

When an employee is on leave of absence 
and is not receiving earnings from the 
employer for a period of one week or 
more the maximum insurable earnings for 
the year is determined by subtracting 
from the maximum yearly insurable earn- 
ings, the maximum weekly insurable earn- 
ings multiplied by the number of weeks 
in the period of leave. For example, an 
employee worked 10 weeks and then was 
absent without pay for 1 week because of 
illness. He returned to work for 3 weeks, 
then quit. Only 13 of the 14 weeks will 
be considered as weeks of insurable 
employment in order to calculate the 
yearly insurable earnings. For informa- 
tion on how to allocate insurable earnings 
and calculate the premiums payable, 
please contact your nearest RCT District 
office. 


Item 19 

When completing an ROE for an 
employee whose earnings are calculated 
on a yearly basis, the pay period type 
(Item 19) should be shown as weekly and 
the last pay period ending date should be 
the end of the calendar week in which the 
employment ceased (Saturday). Use the 
“‘comments’’ section in Item 14 to 
describe the type of payments (example: 
combination of salary and commission). 


Item 20 

Average the insurable earnings over the 
number of calendar weeks under contract 
for the most recent calendar year 
(January 1, 1986 to last day worked). If 
there are fewer than 20 weeks of insurable 
employment, you will need a separate 
average for 1985. These are again the in- 
surable earnings in the year divided by the 
number of calendar weeks of insurable 
employment in that year. The example, 
on the following page, will clarify: 


30 


Example for a 
commissioned 
salesperson with 
premium deductions 
on a yearly basis 


6 


Date Amount of 
Commissions Commissions 
Paid Paid 
January 21, 1985 $6,500" 
March 6, 1985 C220) 
March 29, 1985 7,500 
July 1, 1985 6,700 
October 31, 1985 5,800 
1985 Total $ 29,720 
Date Amount of 
Commissions Commissions 
Paid Paid 
January 3, 1986 $ 17,000 
January 17, 1986 5,900 
February 3, 1986 LOC 
February 21, 1986 5,000 
1986 Total $ 35,400 


First day worked March 6, 1984 
Resigned February 21, 1986 


This worker was engaged as a commis- 
sioned salesperson with payments made 
at irregular intervals and UI premiums 
deducted on a yearly basis. 


@ In 1985, the employer had deducted the 
maximum yearly UI contributions by 
July 1. On that date, the total earnings 
were $23,920, an amount equal to the 
maximum insurable earnings for 1985. 


@ In 1986, the employer would have 
deducted the maximum yearly UI con- 
tributions by February 3, 1986. On that 
date, the total earnings met the maxi- 
mum insurable earnings of $25,740 for 
1986. 


B@ As the employee resigned on February 
21, 1986, the employer must adjust the 
maximum insurable earnings for 1986 
to $3,960 (8 weeks x $495). 


The Record of Employment should be 
completed as follows: 
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Final pay period ending date 


Date de /a fin de la derniére 
( aed de quinzaine, etc.) 


WEEKLY FESRuARY 22, (486 


fl Insurable Earnings by Pay Period (P.P.*) (Starting with the final_pa riod, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 

Rémunération assurable par période de paye (P.P.*) (En commencant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable Tdiguaes @ la case 1g 
jusqu’a un maximum de 20 semaines.) Guide nara 4 


B Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 


: Social Insurance No. 
ince sociale de I’‘employé 


D-/ P.P. Except. P.P. Except. 
Insurable Earnings “weeks” Insurable Earnings “weeks” 
Rémunération assurable P.P. except. Rémunération assurable P.P. except. 


“semaines” 


“semaines” 


fter date shown in item 


ne collectif d’assurance- 
it, inscrire celui-ci dans 


Weeks/Days 
Semaines/Jours 
pent aiees 2s ' 

vison ' 

tee a em pe 4 
' 

' 
' 
' 
' 
' 

eon * ie a 

65) ' 

ye 65 ans) ' 

a Oe ae 7 Enter 
H Code 
| Inscrire 

Agee oo eae 1 le code 
1 

eh Mes i a 

(A) Total of all entries (rounded to nearest dollar) 


Montant total (arrondi au dollar prés) 


(B) Please print this amount in words - Veuillez inscrire ce montant en /ettres moulées 


| NINE Four Elant ZERO 


21. 
Telephone number of issuer 
Numéro de té/éphone du signataire 


Area - Région 
>| —__ 1 1 L 1 Sh | [ Ss es 


y¥m | am aware that it is an offence to make false entries and hereby certify that all statements on this form are true. 
Je reconnais que toute fausse déclaration constitue une infraction et /‘atteste, par les présentes, que toutes les 
déclarations faites sur ce formulaire sont véridiques. 
Guide, para. 16 


NO Ext. - Poste 


returning 
ur non 


Unknown, 
Date non 
u connue 


Signature of issuer 
Signature 


Name of issuer - please print 
Nom du signataire (en lettres moulées) 


! 
! 
| 
! 
i 
os i ne rar | 


" nT 


2% 
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Commissions paid after termination of 
employment 

Often, the final payment of commissions 
is paid after the initial Record of Employ- 
ment was issued. These commissions must 
be added to the gross earnings of the last 
year of employment and the insurable 
earnings calculated again. As the amend- 
ed insurable earnings will be greater than 


the insurable earnings reported on the 
initial ROE (except when the insurable 
earnings were already at maximum), an 
amended Record of Employment must be 
issued. This amended ROE must be 
completed in its entirety and distributed 
according to the instructions in paragraph 
14. 


The following chart will help you determine weeks of insurable employ- 
ment and insurable earnings: 


Was the employee under a contra 


Yes 


No 


Did the employee earn 
at least $5,148 
($99 x 52 weeks) and 
not take a leave of absence 
for any full calendar week 
without pay? 


Did the employee’s earnings 
average at least $99 for each 
calendar week of the contract 
excluding any weeks the 
employee was on a leave of 
absence without pay? 


6 Employed under 
annual contracts 
where services are 
not performed for the entire 
52 weeks (e.g. teachers and 
professional athletes) 


Workers employed under annual con- 
tracts where services are not performed 
for the entire 52 weeks may be paid 10 
or 22 times a year. These workers may in- 
clude full-time teachers, professional 
athletes and marine captains and chief 
engineers for inland waters, to name a 
few. 

The following chart provides the 
minimum hours, the minimum and maxi- 
mum insurable earnings and the 
equivalent weeks of insurable employ- 
ment by pay period for those paid 10 or 
22 times a year. 


Yes No 


Yes 


Did the employee work for 15 hours or more in 
any of these calendar weeks? 


Yes No 


Contact your local 


Each calendar week is 
insurable at the weekly average 
up to a maximum of $495. 


RCT district office 


® 52 weeks of insurable 


for ruling © no weeks of insurable 
employment 

e no insurable earnings 
for the year 


employment 

|e insurable earnings at the 
weekly average up to a 
maximum of $495 


These pay periods can only be used if 
the employee remains in an ‘‘employed”’ 
status under the contract for the full 52 
week period. If the employee quits or 
takes a leave of absence without pay prior 
to the end of the contract year, the 
employer must recalculate the weeks of 
insurable employment and insurable earn- 
ings on a calendar week basis. (Refer to 
paragraph 69 — except for teachers, refer 
to paragraph 70.) 

Normally, a worker under a 52 week 
contract has no layoff or separation for 
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the duration of the contract and is paid 
for the full duration of the contract. 
Where this is the case, a Record of 
Employment should not be issued at any 
time during the period covered by the 
contract unless it is requested by the 
Commission. 

However, if the contract is not renew- 
ed, the Record of Employment must be 
issued and is to be completed as follows: 


Item 9 — 

First day worked 

This will be the starting date of the 
contract. 


Item 10 — 

Last day worked 

This will be the last day the employee 
physically performed services. 


Item 11 — 
Ul premiums payable up to 
This will be the last day of the contract. 


Item 19 — 

Pay period type 

This will be ‘‘10 pay periods”’ or ‘‘22 pay 
periods’’. 


Item 19 — 
Final pay period ending date 
This will be the date of the last payment. 


6 Item 20: 
annual contracts 
paid 10 or 22 times 
a year 


If the employee is paid 10 times per year, 
one payment is equivalent to 5.2 weeks 
(52 + 10 = 5.2). Item 20 is to be com- 
pleted showing 3 entries at 5.2 weeks per 
entry and 1 entry at 4.4 weeks. 
Remember, the maximum insurable earn- 
ings for 5.2 weeks is $2,574 (5.2 x $495 
= $2,574). To obtain the insurable earn- 
ings for the last entry which represents 
only 4.4 weeks, calculate 85 per cent of 
the insurable earnings of the 4th last pay 
period. For example, an employee receiv- 
ed $2,000 per pay period. Item 20 would 
show 3 entries at $2,000 and 5.2 p.p. 
exception weeks each and | entry at 


$1,700 and 4.4 p.p. exception weeks (85 
per cent x $2,000 = $1,700). 

If the employee is paid 22 times per 
year, one payment is equivalent to 2.36 
weeks (52 + 22 =2.36). Item 20 is 
to be completed showing 8 entries at 
2.36 weeks per entry and 1 entry at 
1.12 weeks. Remember, the maximum 
insurable earnings for 2.36 weeks is 
$1,170 ($495 x 52 = 22 =*$1,170). To 
obtain the insurable earnings for the last 
entry which represents 1.12 weeks, calcu- 
late 47 per cent of the insurable earnings 
of the 9th last pay period. For example, 
an employee received $1,000 per pay 
period. Item 20 would show 8 entries at 
$1,000 and 2.36 p.p. exception weeks each 
and | entry at $470 and 1.12 p.p. excep- 
tion weeks (47 per cent x $1,000 = $470). 


6 Interruption of 
earnings during an 
annual contract 
when paid 10 or 22 
times a year 


If an employee quits or takes a leave of 
absence without pay prior to the end of 
the contract year, the employer must 
recalculate the weeks of insurable employ- 
ment and insurable earnings on a calen- 
dar week basis by determining the number 
of weeks ‘‘employed’’ during the contract 
year. A recalculation is required as the 
employee will not be ‘‘employed’’ for 52 
weeks and thus will not have 52 weeks of 
insurable employment. 

The employer must determine the 
number of calendar weeks employed from 
the starting date of the contract to the 
date of the interruption of earnings. If the 
employee is receiving paid sick or mater- 
nity leave payments, the interruption of 
earnings will not occur until these 
payments fall below 60 per cent of the 
normal weekly insurable earnings. The 
employer will then divide the earnings 
received during this period of time by the 
number of weeks ‘‘employed’’ to obtain 
the weekly insurable earnings. 

If the employee worked for you during 
the previous contract year, the Record of 
Employment will contain data from the 


previous contract year as the ROE must 
cover the last 52 weeks. 

The Record of Employment is to be 
completed as follows: 


Item 9 — 

First day worked 

This will be the starting date of the con- 
tract. If the employee worked for you 
during the previous contract year, it will 
be the starting date of the previous 
contract. 


Item 10 — 

Last day worked 

This will be the last day the employee 
physically performed services. 


ltem 11 — 

Ul premiums payable up to 

This will normally be the date of the in- 
terruption of earnings. Please refer to 
paragraph 30. 


ltem 19 — 
Pay period type 
Show ‘‘weekly”’ 


item 19 — 

Final pay period ending date 

Show the Saturday of the week in which 
the interruption of earnings occured. 


Item 14 — 

Comments 

If the Record of Employment includes a 
period of the previous contract year, in- 
dicate the previous pay period type (e.g. 
‘10 pay periods’’) and the previous 
contract ending date. 


Item 20 — 

insurable earnings by pay period 

As the weekly insurable earnings are the 
same for the period covered by the last 
contract, just write the amount in the first 
and last entry covered by the period and 
draw a line through the blocks in 
between. If the last 20 weeks cover a 
period from the previous contract year, 
enter the required p.p. exception weeks 
and the corresponding insurable earnings 
for a total of 20 weeks. The 20th week 
may not coincide with the end of a com- 
plete pay period. To determine the 
insurable earnings for the 20th week (the 
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last entry), calculate the portion of the 
insurable earnings in the pay period in 
which the 20th week falls. 

For example, an employee was 
employed only 18 weeks during the last 
contract year. In the previous contract 
year the employee was paid 10 times a 
year with each pay period equal to 5.2 
weeks. As 2 weeks of insurable earnings 
are to be shown in the last entry, calculate 
the insurable earnings as follows: (2 weeks 
+ 5.2 weeks) X insurable earnings of the 
pay period represented by the 5.2 weeks. 

The last entry will show p.p. exception 
weeks as 2. 

The formula to use for the 20th week, 
whether the 20th week is to be obtained 
from a 10 pay period or a 22 pay period 
is as follows: 


# of weeks required Xinsurable earnings 
# of weeks represented Of that pay period 
by the pay period 


[ Interruption of 

| earnings during 
annual contract: 
Teachers 


The following are general statements only 
due to the variety of contracts for teachers 
d.e. weekly, monthly). If you are uncer- 
‘ain about the weeks of insurable employ- 
Nent or insurable earnings refer to the 
RCT booklet Coverage of School 
Teachers under the Unemployment 
Insurance (Collection of Premium) 
Regulations. 


Nhen a teacher in one of these provinces 
las an interruption of earnings due to the 
rmination of the contract or the grant- 
ng of unpaid leave during the teaching 
yeriod, the total weeks of insurable 


| 


employment is based on the earnings 
received as a proportion of the annual 
salary. 


Earnings from start of 
contract to interruption 


of earnings weeks of 
X 52 = insurable 
total annual salary employment 


For example, a teacher’s annual salary is 
$24,950. The teacher stops work 
December 31 and has been paid $10,080. 
The number of weeks of insurable 
employment are calculated like this: 
$10,080 X 52 = 21 weeks of insurable 
$24,950 employment 


When a teacher quits, is laid off, is 
dismissed or takes an unpaid leave of 
absence during the teaching period, the 
weeks of insurable employment will be 
the number of full and partial calendar 
weeks between the starting date of the 
contract and the date the teacher stops 
working. 

If the contract is terminated or the 
teacher asks for an ROE for maternity or 
adoption during the non-teaching period, 
the weeks of insurable employment will 
be the number of full and partial calen- 
dar weeks between the starting date of the 
contract and the date the contract is ter- 
minated or the date the leave of absence 
commences. 


If a teacher quits, is laid off, is dismissed 
or takes an unpaid leave of absence dur- 
ing the teaching period, the weeks of in- 
surable employment will be the number 
of full and partial calendar weeks between 


the starting date of the contract and the 
date the teacher stops working. 

If the contract is terminated or the 
teacher asks for an ROE due to maternity 
or adoption leave during the non-teaching 
period in July, and he/she has taught the 
full period, the weeks of insurable 
employment will be the number of full 
and partial calendar weeks between the 
starting date of the contract and the date 
the contract terminated or the date the 
leave of absence commences. 

When a teacher asks for an ROE due 
to maternity or adoption leave during the 
non-teaching period in August, and has 
not yet taught during the current contract, 
report only the weeks of insurable 
employment up to July 31. 


Completing the Record 
of Employment 


The Record of Employment is to be 
completed as follows: 


Item 9 — 

First day worked 

This will be the starting date of the con- 
tract. If the teacher was employed during 
the previous contract year, it will be the 
starting date of the previous contract. 


Item 10 — 

Last day worked 

This will be the last day the teacher 
taught. 


Item 11 — 

Ul premiums payable up to 

This will be the date the contract was ter- 
minated or the date the leave without pay 
commenced, whichever is applicable. 


Item 19 — 
Pay period type 
Show ‘‘weekly’’. 


Item 19 — 

Final pay period ending date 

Show the Saturday of the week in which 
the date in Item 11 falls. 


Item 14 — 
Comments 
If the Record of Employment includes a 
period of the previous contract year, in- 
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dicate the previous pay period type (e.g. 
““10 pay periods’’) and the previous con- 
tract ending date. 


Item 20 — 

Insurable earnings by pay period 
The maximum yearly insurable earnings 
in 1986 is $25,740. To get the average 
weekly insurable earnings, divide the 
salary received by the number of weeks 
of insurable employment as determined 
above. 

As the weekly insurable earnings are 
the same for the period covered by the last 
contract, just write the amount in the first 
and last entry covered by the period and 
draw a line through the blocks in 
between. 

Remember, if the teacher worked for 
you during the previous contract year the 
Record of Employment will contain data 
from the previous contract year as the 
ROE must cover the last 52 weeks. 

If the last 20 weeks covers a period 
from the previous contract year, enter the 
required p.p. exception weeks and the 
corresponding insurable earnings for a 
total of 20 weeks. The 20th week may not 
coincide with the end of a complete pay 
period. To determine the insurable earn- 
ings for the 20th week (the last entry), 
calculate the portion of the insurable ear- 
nings in the pay period in which the 20th 
week falls. The calculation will reflect the 
type of pay period from which the 20th 
week must be obtained. Please refer to the 
appropriate pay period type of this guide 
for the calculation of the 20th week (e.g. 
paragraph 69 for 10 or 22 pay periods, 
paragraph 61 for monthly). 

[ 1 Hourly and 
daily payrolls 


Insurable earnings for employees paid on 
an hourly or daily basis must be decided 
according to RCT instructions. Please 


refer to their booklet Canada Pension 
Plan Contribution and Unemployment 
Insurance Premium Tables, or for 
Québec employers, Unemployment 
Insurance Premium Tables. 

When insurable earnings have been 
decided, complete Item 20 by following 
the instructions for weekly pay periods 
(paragraph 54). 

Special rules apply to other kinds of 
workers such as barbers, hairdressers and 
taxi and passenger vehicle operators. If 
you are in any doubt about weeks of in- 
surable employment or insurable earn- 
ings, refer to the RCT booklet mentioned 
above. Once you have determined the 
weekly earnings for these workers, follow 
the instructions for weekly pay periods 
(paragraph 54). 


The Record of Employment 


Notes 
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Congeé férié 
(Si le congé férié a lieu apres la 

cessation d’emploi, répartir sur la 
derniére période de paye.) 


Salaire tenant lieu de préavis 
Heures supplémentaires accumulées 


Crédits accumulés de congé 
de maladie 


Part des profits 

Primes 

Sentence arbitrale (prime a l’initiative 
ou brevet) 

Somme versée en reconnaissance 


de longs états de service ou pour 
perte de l’emploi 


Sommes versées au titre d’un renvoi 
ayant fait objet d’une contestation 
et d’une ordonnance de retour au 
travail (Sans avis a l’employé) 


Augmentation rétroactive de salaire 


Prestations suppléementaires de 
chémage approuvées par la CEIC 


Répartir sur la période 
de paye ou tombe le 
conge feérieé 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versée 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versee 


Non assurable 


Répartir sur la période 


de paye ou tombe le 
congé férié 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versee 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versée 


Non assurable 


Répartir sur la période 


de paye ou tombe le 
congé férié 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versee 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versée 


Non assurable 


I TP a 


“Ajouter & la rémuné- 


ration de la derniére 
période de paye 
assurable jusqu’a 
concurrence du 
maximum 


Ajouter a la rémuné- 
ration de la derniére 
période de paye 
assurable jusqu’a 
concurrence du 
maximum 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versée 


Non assurable 


10j|dws.p sadgjay a 


julod 9} suosie4 


6 


Catégorie de somme 


Détermination de la rémunération assurable 


Versée durant une 
mise a pied 
temporaire 


Versée avant la 


cessation d’emploi de la cessation 


Ral 


Versée au moment 


d’emploi avec la 
rémuneération finale, 
ou au cours de la 
semaine ou a lieu la 
cessation d’emploi 


Versée aprés la 
cessation d’emploi 


Salaire ou rémunération 
Commissions ou primes 
Congé de maladie payé par |l’employeur 
Autre congé payé par |’employeur 
Complément d’indemnité d’accident 

du travail versé par l’employeur 


Complément d’indemnité d’assurance- 
salaire versé par I’employeur 


Prime de poste 


Heures supplémentaires 
(non accumulées) 


| Remuneration payée en retard 


aes ee 
Répartir sur la période 


de paye pour laquelle 
la somme est versée 


Répartir sur la aE 
de paye pour laquelle 
la somme est versée 


| 3 


| 


Répartir sur la période 
de paye pour laquelle 
la somme est versée 


Répartir sur la période 
de paye pour laquelle 
la somme est versée 


Paye de vacances — I’employé 
prend le congé 


Reépartir sur la période | Consulter RC,I 
de paye pour laquelle 
la somme est versée 


= Sb 


Répartir sur la période 
de paye pour laquelle 
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How to complete the 
Record of 
Employment 


BRA, 
fi ARS 
e ~ _ /|mportant facts 
ey, | 4 to know when an 

LS” employee 


Stops working 


1987 


Canada 


What’s new in 1987 


w The minimum and maximum insurable 
earnings have changed for 1987. (see 
paragraph 52). 

w Older editions of the ROE, still in use, 
have four blocks in Item 20(A) — 
Total of all entries, while more recent 
editions have five blocks in Item 20(A). 
The following examples show how 
these blocks are to be completed when 
the total of all entries is less than or 
greater than $10,000. 


fom rem sO 


Four blocks — less than $10,000 


Pans [ee es | 


Four blocks — $10,000 or greater 


ie sorgmowseo we 52 [00 


Five blocks — less than $10,000 


ala tos || 98 


Five blocks — $10,000 or greater 


Common errors 
to avoid 


Here we list the most common problems 
people have in completing the ROE and 
show you the solutions. 


Problem: 


The Record of Employment 


m Pension income arising from employ- 
ment is to be reported in Item 18(c) of 
the ROE. Please indicate ‘‘Pension’” 
and record the date the payments are 
to begin and the amount of pension 
payable (on a weekly or monthly 
basis). If a pension is payable but 
details of pension income are 
unavailable at the time of ROE com- 
pletion or if an individual other than 
the issuer must be contacted for pen- 
sion information, please indicate in 
Item 18(c) ‘‘Pension, amount 
unknown’? and record in Item 14 
“‘Comments’’, the name and telephone 
number of the person we may contact 
for further information. ; 


w For employers of persons employed on 
board a ship and covered by Canada 
Labour Code Regulations respecting 
the hours of work of employees en- 
gaged in shipping, please record im 
Item 14 ‘‘Comments”’ of the ROE any 
outstanding balance of leave pay, the 
number of leave days/lay days which 
the employee has accrued but not taken 
(as days off) up to the date of lay-off 
and the hourly wage. 


Solution: 


m Mistakenly counting pay weeks for 
which premiums were not paid or 
payable as weeks of insurable 
employment. 


m Count only weeks for which premiums 
were paid or payable. Be especially 
careful when dealing with partial pay 
periods (see paragraphs 4, 31). 


mw Reporting earnings that are less than 
the minimum or more than the maxi- 
mum insurable earnings. 


m Do not report earnings below the 
minimum insurable earnings level 
unless the employee worked the 
minimum hours (if this is the case, 
record the hourly rate of pay in Item 
14 ‘‘Comments’’). If earnings are 
above the maximum level do not show 
the actual earnings, but record only te 
the maximum level for your pay perio¢ 
type. (see paragraphs 51, 52, 53). 


mw Difficulty in finding the insurable earn- 
ings for the 20th week, when the 
employee has more than 20 weeks of 
insurable employment and is paid on 
a semi-monthly or monthly basis. 


m Calculate the correct amount ol 
insurable earnings by following the 
instructions in paragraphs 58 and 61 


w Incorrectly identifying weeks or part m If the employment was not insurable 


weeks of insurable employment in the 
pay period exceptions column. 


for the full pay period, enter th 
number of weeks or part weeks tha 
were insurable in the pay period (se 
paragraphs 43, 55, 57, 58, 60 and 61) 


[he Record of Employment 


common questions Question: 


Answer: 


aften asked 


Do I determine the insurability of 
employment in accordance with the 
1986 or 1987 minimum and maximum 
requirements when the monies were 
earned in 1986 but were paid in 1987? 


@ The determination of insurability will 


be in accordance with the 1987 
minimum and maximum requirements. 
However, if the employee did not work 
15 hours and the earnings were less 
than $106 per week, determine whether 
the monies meet the insurability re- 
quirement of $99 in 1986. 


How do I obtain a supply of Record 
of Employment forms? 


Please see paragraph 14. 


How do I correctly distribute Record 
of Employment copies? 


Please see paragraph 14. 


What should I do with void or can- 
celled Record of Employment forms? 


Destroy the form by hand or machine 
shredding. Make a note of serial 
number(s) of the form(s) destroyed and 
retain with your payroll records. 


Can I change my pay period type, for 
example, from bi-weekly to semi- 
monthly, without affecting the entries 
in Items 12 and 20? 


The type of pay period used is entirely 
at the discretion of the employer. If an 
ROE covers two types of pay periods, 
the number of weeks of insurable 
employment and the amount of in- 
surable earnings must be recorded in 
the same manner used for deducting UI 
premiums. If assistance is required to 
complete the ROE, please contact your 
local CEC or the ROE specialist serv- 
ing your area. (See paragraph 42). 


Does the employee require the Record 
of Employment to apply for 
Unemployment Insurance benefits? 


An employee may apply for UI 
benefits without the Record of 
Employment, but processing of the 
employee’s claim will be delayed until 
the ROE is received. 


What should I do if monies are paid 
to an individual after termination of 
employment but were not reported on 
the ROE? 


Contact your local CEC or the ROE 
specialist serving your area. Another 
ROE may be required. 


The Record of Employment 
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The Record of Employment 


The Record of Employment 


1 The Record of 
Employment 


The Record of Employment (ROE) is the 
single most important document in the 
Unemployment Insurance (UI) program. 
The Canada Employment and Immigra- 
tion Commission (CEIC) uses the infor- 
mation you record on this form to decide 
if a person qualifies for UI benefits, what 
the benefit rate should be and for how 
long the person may be eligible for these 
benefits. 

When you complete the ROE correct- 
ly, you help to ensure that we pay benefits 
only to people who are eligible. You also 
help the CEIC to detect fraud and abuse 
of the UI program. Each ROE has a 
potential value of $15,900. Accurate com- 
pletion of the ROE ensures that claimants 
receive the correct amount of benefits and 
reduces the number of follow-up calls to 
employers by CEC staff. 

As an employer, you must by law issue 
an ROE to every employee working in in- 
surable employment who has an interrup- 
tion of earnings. You must issue it within 
five calendar days of the interruption or 
the day you become aware of it, 
whichever is later. To help issue an ROE 
in time, an employer may, if necessary, 
estimate earnings in an employee’s final 
pay period. If an estimate is reported, in- 
clude the term ‘‘est’’ beside the amount 
(see paragraph 44). An ROE must not be 
issued unless there has been an interrup- 
tion of earnings or it is requested by the 
Commission. 


2? What is an 
interruption of 
earnings? 


An interruption of earnings occurs when 
one of two things happens. 


(1) Following a period of employment 

there is a lay-off or separation from 
that employment and a period of seven 
consecutive days when an employee per- 
forms no work and has no earnings from 
the employer (remuneration for a 
statutory holiday which occurs after the 
last day worked and old age, military and 


employment pensions are not considered 
as earnings for the purpose of determin- 
ing if there is an interruption of earnings). 


(2) When insured persons stop working 
because of illness, injury, quarantine, 
pregnancy or adoption and their weekly 
earnings (for example paid sick leave) fall 
below 60 per cent of the normal weekly 
insurable earnings from that employment. 
(Wage-loss indemnity payments, whether 
insurable or not, are not considered earn- 
ings for the purpose of determining if 
there is an interruption of earnings.) 


3 What is insurable 
employment? 


Revenue Canada, Taxation (RCT) 
decides if employment is insurable. In the 
next few paragraphs you will find general 
guidelines on insurable employment, 
insurable earnings and what a week of 
insurable employment is. For details, 
obtain a copy of the current RCT publica- 
tion Canada Pension Plan Contribution 
and Unemployment Insurance Premium 
Tables. For Québec employers, the 
publication is called Unemployment 
Insurance Premium Tables. 


insurable employment 

Generally, most people working under a 
contract of service — that is, an 
employer-employee relationship — work 
in insurable employment. A contract of 
service usually exists when the employer 
has the right to control what work the 
employee does and how it will be done. 

Certain types of employment are not 
covered, even though there is an 
employer- employee relationship. This in- 
cludes employees who are age 65 or over, 
the spouse of the employer and those who 
earn an amount in cash which is less than 
the minimum weekly insurable earnings 
and are employed less than 15 hours a 
week. The RCT publication gives you all 
the exceptions. 

Barbers, hairdressers, taxi and 
passenger vehicle operators and 
fishermen/women can be included in 
insurable employment, even though they 
may not be working under a contract of 
service. RCT has separate publications 


explaining coverage and insurable 
earnings for these workers. Ask RCT for E 
a copy of the publication you need: 


®@ Fishermen and Unemployment 
Insurance 


& Information for Taxi and Passenger 
Vehicle Operators — Unemployment 
Insurance Coverage 


& Information for Barbers and 
Hairdressers — Unemployment 
Insurance Coverage 


A Minimum insurability 


in 1987 
An individual — paid on a weekly basis 
by the same employer — who either 


receives an amount in cash that is equal 
to 20 per cent of the maximum weekly in- 
surable earnings ($106 in 1987) or works 
15 hours in a week, is in insurable 
employment. 

In 1987, the maximum weekly in- 
surable earnings are $530. The minimum 
weekly insurable earnings (20 per cent of 
$530) is $106. So, a person who earns 
either $106 a week or works 15 hours a 
week will be in insurable employment. 

Those paid on a bi-weekly or on 
another multiple of a week basis may 
sometimes earn less than 20 per cent of 
the maximum earnings or work less than 
15 hours in one pay week* of the pay 
period. But as long as they had some ear- 
nings or worked in each pay week of the 
pay period and the total earnings or hours 
were at or above the minimum required, 
the employment during the entire pay 
period would be insurable. 

For example: In a_ bi-weekly pay 
period, a person earned $75 in one week 


* 4 pay week is a period of seven consecutive 
days or any one of two or more such con- 
secutive periods, the last of which ends on 
the employer’s payroll ending date. This 
definition makes it possible to apply the rules 
on minimum insurability uniformly to all pay 
periods that are multiples of a week, whether 
or not the pay week is a calendar week. 


The Record of Employment 


and $175 the next — for a total of $250. 
The earnings for both weeks would be 
insurable because the minimum insurable 
earnings for a bi-weekly pay period ($212 
in 1987) were met. 

Another example: If a person worked 
10 hours in one week and 20 hours the 
next, earnings for both weeks in the bi- 
weekly pay period would be insurable, up 
to the maximum, because the minimum 
hourly requirements (30 for a bi-weekly 
pay period) had been met. 

For those paid on a semi-monthly or 
monthly basis, the entire pay period 
would be insurable as long as the worker 
had some earnings or worked in each 


calendar week and part week of the pay ~ 


period and the total earnings or hours 
were at or above the minimum required. 
See paragraph 52 for the minimum and 
maximum earnings and minimum hours 
for most types of pay periods. 

_ Paragraph 53 gives the minimum 
insurable earnings and hours and maxi- 
mum insurable earnings for most pay 
periods in 1986. You will have to use these 
figures if insurable weeks in 1986 are in- 


cluded on the ROE you are completing. 


5 How insurable 
: earnings are 


| determined and how 
they are allocated 


Instructions on the determination and 
allocation of insurable earnings are con- 
tained in RCT’s publications ‘‘Canada 
Pension Plan Contribution and 
Unemployment Insurance Premium 
Tables’’ and ‘‘Unemployment Insurance 
Premium Tables’”’ for Quebec employers. 
| The following chart provides general 
guidance and may be used for reference 
but you should direct specific questions 
to the District Office of RCT. 

In the following chart, (1) the word 
““cessation’”’ is defined as the complete 
severance of the contract of employment 
between the employee and the employer. 


oa 
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(2) The term ‘‘lay-off’’ is defined as oc- 
curring when the employer/employee 
relationship continues to exist although 
no work is performed and the employee 
is not on a period of leave without pay, 
maternity leave, sick leave without pay, 
etc. (3) The term ‘‘allocate to the pay 
period for which it is paid’’ refers to the 
pay period during which the work was 
performed or to the pay period for which 
the monies are being paid. (4) The term 
“‘last pay period of insurable employ- 
ment’’ means the last pay period that met 
the minimum insurability requirements 
without the inclusion of these monies. (5) 
A “‘retroactive pay increase’’ in salary or 
wages is not to be included in determin- 
ing the insurable earnings. However, 
‘‘payments in arrears’’ are to be includ- 
ed as insurable earnings for the period of 
time for which they are paid. For exam- 
ple, a collective agreement terminates on 
June 1, 1987 and the new agreement is not 
signed until June 29, 1987. Under the old 
agreement, an employee received $400 per 
week. Under the new agreement, the 
employee is entitled to $450 per week. On 
July 16, 1987, an employee is paid $300 
of which $200 is for the period June | to 
June 29th (retroactive salary increase) and 
$100 is for the period June 30th to July 
13th (payment in arrears). The $200 
retroactive increase in salary is not to be 
included in the insurable earnings. The 
$100 payment in arrears will increase the 
insurable earnings for the period June 
30th to July 13th from $800 to $900. 
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6 When should 
the Record of 
Employment 
be issued? 


These examples will help you decide when 
to issue the ROE. 


Layoff or dismissal by the employer 
If the employer causes the interruption of 
earnings, the ROE must be issued within 
five calendar days of the last day worked 
or the last date to which UI premiums 
were payable, whichever is later. 


Employee quits 

If the employee causes the interruption of 
earnings, the ROE must be issued within 
five calendar days of the last day worked 
or within five calendar days after the 
employer learns of the interruption of 
earnings, whichever is later. 


Leave without pay 

If an employee takes leave without pay 
for seven consecutive days or more, an 
ROE must be issued within five calendar 
days of the last day worked or the last 
date when UI premiums were payable, 
whichever is later. 


Deferred salary leave 

Employees on deferred salary leave do 
not experience an interruption of earn- 
ings. Consequently, Records of Employ- 
ment are not to be issued. 

Such arrangements for deferred salary 
leave as ‘‘4/5’’ plans must be approved 
by RCT in view of possible tax 
implications. Any questions related to this 
subject matter should be referred to 
Revenue Canada, Taxation. 


Change in company ownership 
If an employee continues to work without 
interruption following a change in owner- 
ship of a business, an ROE must be issued 
within the five calendar day time limit if 
it is requested by the employee or the 
Commission or if the payroll records 
(covering the employment period prior to 
the change in company ownership) are 
not being retained by the new company. 
If the payroll records are maintained 
and the new employer agrees to issue 


ROEs for all employees covering the 52 
week period prior to any other interrup- 
tion of earnings which may occur, an 
ROE need not be issued at this time 
(unless it is requested by the employee or 
the Commission). 

If an ROE is issued at the time of a 
change in ownership, the last day work- 
ed (Item 10) would be the last date work 
was performed for the original employer. 
Item 14 ‘“Comments’’ should contain a 
notation ‘‘Change in ownership, continu- 
ing to work with new company’’. 

When the new business issues an ROE 
for an employee who continued working 
following a change in ownership, only 
one ROE is required. The first day work- 
ed, Item 9, should show the date the per- 
son started work for the original company 
(or returned to work if an ROE had been 
issued previously) and the last day work- 
ed. Item 10 should show the last day work 
was performed for the new company. 
If the ROE is issued within 52 weeks 
of a change in ownership, Item 14 
‘“‘Comments’’ should contain a notation 
indicating a change in company owner- 
ship and the effective date. 


[ Illness, injury 
or quarantine 


If the employee will not be receiving any 
paid sick leave, the ROE must be issued 
within five calendar days of the employer 
learning that there has been an interrup- 
tion of earnings. 

Many employees are covered by plans 
which pay income when they cannot work 
because of illness, injury or quarantine. 
For UI, these plans fall into two basic 
types: paid sick leave which includes those 
called sick pay or union sick pay; or wage- 
loss indemnity which includes plans 
referred to as weekly indemnity 
insurance, disability insurance or salary 
continuation insurance. 


The following two paragraphs (8 and 9) 
provide general guidance. If you are un- 
sure of the insurability of your plan, 
please contact your RCT District Office. 


8 Paid sick leave 


These payments are insurable earnings. 
They are generally paid by the employer 
at the employee’s full rate of pay using 
credits earned while performing services. 
If the employee is getting paid sick leave 
at a rate of 60 per cent or more of his or 
her normal weekly insurable earnings, an 
interruption of earnings does not occur. 
An ROE must not be issued. 

There is an interruption of earnings 
when the sick leave pay falls below 60 per 
cent of the normal weekly insurable ear- 
nings. The ROE must be issued within 
five calendar days from the date the paid 
sick leave falls below 60 percent of the 
normal weekly insurable earnings. 

When the paid sick leave is payable 
after the date shown in Item 10 (last day 
worked), you will have to make an entry 
in Item 13. (Please refer to paragraph 32.) 


O Wage-loss indemnity 


This type of group insurance consists of 
self-insured plans or third party plans. 
Payments received under either plan dc 
not prevent an interruption of earnings. 


Self-insured plans 

This is a type of group insurance whereby 
income is provided for employees by the 
employer if an employee suffers a loss of 
employment due to illness, maternity 01 
accident. Payments from such plans are 
insurable but do not prevent an interrup- 
tion of earnings for benefit purposes. 
Therefore, the ROE must be issued withir 
five calendar days of the last day of work 
or within five calendar days after the 
employer learns of the interruption of 
earnings, whichever is later. 

Since wage loss insurance will be 
payable after the date shown in Item I( 
(last day worked) you will have to make 
an entry in Item 13 (please refer te 
paragraph 32). A second ROE will be re 
quired if the employee does not return t¢ 
work. 
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Third party plans 

This is a type of group insurance whereby 
disability income is provided for 
employees through a third party (i.e. an 
insurance company) as a result of a con- 
tract negotiated with an insurance com- 
pany. As a general rule, payments from 
such plans are not insurable. 

You must issue an ROE either within 
five calendar days of the last day of work 
or on the date to which UI premiums were 
payable, whichever is later. 

_ Since wage loss insurance will be 
payable after the date shown in Item 10 
(last day worked), you will have to make 
an entry on the ROE when you get to 
Item 13 (please refer to paragraph 32). 


; 


10 Workers aged 65 


UI coverage ends for employees at the 
beginning of the month following their 
65th birthday. If the employee continues 
to work, the ROE must be issued within 
five calendar days of the last day of the 
month of the birthday. 

If the employee’s last day of work is 
before the end of the month he or she 
turned 65, the ROE must be issued within 
five calendar days of the last day of work. 
When you issue ROEs to people age 65, 
even though they may continue working, 
please advise them to file a UI claim at 
their nearest CEC since they may be eligi- 
ble for a special severance benefit from 
UT. 


| 1 Part-time or 
temporary workers 


Some part-time or temporary employees 
may work intermittent periods, so an in- 
terruption of earnings may occur fre- 
uently. For example: employees may 
ork on a regular basis every other week, 
a few days a month or on an on-call basis. 
For these employees who work on a 
poradic basis throughout the year and 
have frequent interruptions of earnings, 
an ROE need not be issued each time 
there is an interruption of earnings. 
‘However, employers must be able to pro- 
a a list of the weeks of insurable 


| 


employment and the insurable earnings 
by pay period if the Commission asks for 
it. In addition, an ROE must be issued 
within the five calendar day time limit 
when: 


M@ the employee is no longer on the 
employer’s supply list; 


@ the employee did not work for a period 
of 30 days; 


@ it is requested by the Commission; or 


@ it is requested by the employee and an 
interruption of earnings occurred in the 
last 52 weeks or since the last ROE was 
issued, whichever is later. 


1 2 Mass layoffs 


During a mass layoff (or as a result of a 
labour dispute) you may find it difficult 
to issue ROEs within the five calendar day 
time limit. If so, contact your local CEC 
or the ROE specialist serving your area 
who can make special arrangements to 
help you. Eventually, an ROE will have 
to be issued for each employee who had 
an interruption of earnings. 


1 Specific groups 
of workers 


Special rules apply to workers in certain 
occupations, such as commissioned 
salespersons or teachers. These rules may 
affect how you complete certain items on 
the ROE. 


Commissioned salespersons 

The earnings of commissioned salesper- 
sons are generally calculated on an annual 
basis. This affects how you complete the 
ROE. Details are found in paragraphs 64, 
65 and 66. Contact your District Taxa- 
tion office for further details regarding 
commissioned salespersons if questions 
arise. 


Teachers 

Full-time teachers are normally employed 
under 52-week contracts of service. These 
contracts of service include a period when 
the person does not teach. 

This will affect how you complete the 
ROE. Details are found in paragraphs 67 
and 70. Contact your District Taxation 
office directly for special rules regarding 
teachers. 


How to get and 
distribute Records of 


14 
Employment 


You can order blank ROEs by mail, 
telephone or in person from your CEC. 
The Commission will need to know your 
RCT employer account number, the 
registered name of your firm and your ad- 
dress. If someone from your firm is pick- 
ing up the forms, they will be asked to 
show some identification and sign the re- 
quisition form. You should keep a list of 
the serial numbers of the blank forms. If 
any forms are lost or stolen, tell the Com- 
mission at once, giving the serial 
numbers. 

ROEs are valuable documents. The 
supply of these forms to employers is con- 
trolled by the Commission. The serial 
numbers of ROEs issued to each 
employer are recorded by the CEIC. 

Accounting firms who issue ROEs for 
other businesses can obtain blank ROEs 
using their own RCT number. This 
number should be recorded in Item 16 of 
the ROE (please refer to paragraph 36). 
Many small businesses have their payroll 
kept by private self-employed book- 
keepers who don’t have a RCT number. 
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Se 


In these cases, to order a supply of ROEs, 
bookkeepers must give the Commission 
one of the RCT numbers of a business for 
which they issue ROEs. This number 
should be recorded in Item 16 of the 
Record of Employment (please refer to 
paragraph 36). 


Distribution of the ROE 
When all items on the ROE have been 
completed: 


@ Separate the copies 
Separate the copies carefully by remov- 
ing the right-hand edge first. This will 
release the carbon sheets. The copies 
may then be easily separated by remov- 
ing the left-hand edge. Do not attempt 
to separate the first two copies. 


@& Employees’ copies 

Give or send the first two copies to 
the employee. They are marked 
Employee’s copy — Part I (white) and 
Part 2 (grey). These copies may be 
folded for mailing. If for any reason, 
you cannot give your employee the 
ROE personally, you cannot mail it, or 
if it is returned undelivered, keep the 
employee’s copies until the employee 
or the Commission asks for them. If 
you have not been asked for them 
within three years after the employee 
stopped working, you may destroy 
them. 


& Commission’s copy 
Mail the third (yellow) Commission’s 
copy to Box 9000, Bathurst, New 
Brunswick, E2A 4T3, in the envelope 
provided. Do not fold this copy. More 
than one copy of an ROE may be sent 
in an envelope. This copy must be 
mailed within five calendar days of the 
interruption of earnings or the day you 
become aware of it, whichever is later. 


Be sure to affix proper postage on the 
envelope. 


@ Employer’s copy 

UI regulations require that you retain 
the fourth copy (green or pink) with 
your payroll records for a period of six 
years from the end of the year covered 
by the records. It can be destroyed 
prior to this period only if you get 
written authorization from RCT. 


1 Void, surplus or 
obsolete Record of 
Employment forms 


Void forms 

Do not change the figures entered in Item 
12 or Item 20A, if you make an incorrect 
entry. Instead, complete a new ROE form 
and destroy the incorrect form by hand 
or machine shredding. Make a note of the 
serial number(s) of the form(s) destroyed 
and retain with your payroll records. 


Surplus forms 
Unused ROEs should be returned to your 
local CEC. 


Obsolete forms 

Please do not use obsolete forms. The 
following obsolete forms should be 
destroyed: Separation Certificate (UIC 
11-64) and the long, green Record of 
Employment form (UIC 11-03). The 
Commission cannot process these forms 
because they do not give enough infor- 
mation and are incompatible with current 
data capture systems. Use only the 
10’ x 11”? Record of Employment form 
EMP 2106. 


1 What is an 
employer’s legal 
responsibility? 

Failure to issue an ROE within the time 
limit is a breach of Section 123 of the UI 
Act. On conviction, the employer may be 
subject to a fine not exceeding $500 or im- 
prisonment for a term not exceeding six 
months or both. 

Penalties for making false or 
misleading statements are covered in 


Section 122 of the UI Act. Anyone who 
knowingly makes false statements about 
a person’s insurable employment and in- 
surable earnings is guilty of an offence. 
On summary conviction, he or she may 
be fined not less than $200 and not more 
than $5,000. 

In addition, in appropriate cases, he or 
she may be fined not more than double 
any benefits paid as a result of making 
false statements or both fined and im- 
prisoned for a term not exceeding six 
months. 


1 Protecting 
employee’s privacy 


Information collected on the ROE can be 
used in the administration of the employ- 
ment and benefit programs of the Canada 
Employment and Immigration Commis- 
sion. It is collected by the Commission 
under the authority of the Unemployment 
Insurance Act. The employee to whom 
the information relates has access to the 
Commission’s copy on request. 


1 Social Insurance 
Number (SIN) 


If an employee doesn’t have a SIN when 
starting work, you must ensure that a SIN 
application is submitted by the employee 
to the Commission within three days. The 
fastest way: have the employee contact 
the local CEC office concerning the 
documents required and then have them 
apply in person at the CEC office. 


1 Ul, you and 
your employees 


As an employer, you have an important 
stake in how the UI program works. You 
pay premiums to the UI Account — as 
much as $906.88 a year as your matching 
employer portion for each employee. You 
also contribute personally and corporate- 
ly as a taxpayer since employee/employet 
premiums finance only part of the cost 
of the UI program. The rest is paid for 
by the federal government. 
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For information on how the CEIC uses 
the UI account, why not contact your 
local CEC? Ask for a copy of a brochure 
prepared especially for employers. It is 
called The Premium Investment. 

Like you, your employees also have an 
interest in the UI program. Workers face 
the possibility of unemployment at some 
time in their lives because of a shortage 
of work or due to illness, pregnancy, 
an adoption or retirement. We have 
brochures covering everything from 
general rights and obligations of 
claimants to special UI benefits. These 
brochures answer most employees’ ques- 
tions about regular and special UI 
benefits. Why not contact your local CEC 
and ask for copies of these brochures for 
your employees: 


ks How UI works for you 

Me A new face in the family photo? 

it UI and you: when you reach 65 

@ We can help when you’re sick or hurt 


r Something for nothing? No. 


SEE REVERSE OF PART 2 FOR IMPORTANT NOTE 
AVIS IMPORTANT -VOIR AU VERSO DE LA PARTIE 2 


THIS IS A VALUABLE DOCUMENT -KEEP IT IN A SAFE PLACE 


- CONSERVEZ-LE EN LIEU SUR 


IL SAGIT DUN DOCUMENT PRECIEUX 


Ov Employment and Immigration Canada Emploi et Immigration Canada 


RECORD OF EMPLOYMENT RELEVE D’EMPLOI 


a) 
Employer's Name and Address-Nom et adresse de I'employeur 


DUMONT CONSTRUCTION LTD- 


Serial No.-N° de série yim Serial No. of record amended or replaced 
saad de série du relevé modifié ou remplacé 


Guide, para. 27 


lIAOH Elein St. 


Postal Code- Code postal 


OURTOWN , ONT: 


RCT Employer Acct. No. 
N° de compte de |'employeur & RC-! 


Employee's Name and Address-Nom et adresse de I'employé 


MARTIN , A. 
IZOl-Y¥IA LAURIER Ave. 
OURTOWN , ONT- Kac 4+ BG. 


e When completing this form by hand please use a ball point pen ar 
press firmly. 

e Si vous remplissez le formulaire a la main, veuillez utiliser un style 
bille, et bien appuyer. 


17. 


For employer's use 
Réservé a l'employeur 


> ParroL, #36 


Additional Monies Paid or Payable 1_after Termination of Employment 
Autres sommes payées ou payables au moment de la cessation d'emploi ou aprés 


(A) Vacation pay-/ndemnité de vacances 
Guide, para. 39 $ 


(B) For statutory holidays after termination- enter date of holiday and amount 
Pour fétes légales aprés la cessation d’emploi-inscrire la date de Ja féte et /e montant. 


$ 
$ 


(C) Other monies (explain) - Autres sommes (préciser) 
Guide, para. 41 


$ 


Final pay period ending date 
Date de la fin de la derniére 


Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 


(hebdomadaires, de quinzaine, etc.) période de paye Dov 
Guide, para. 42 


Bi- WEEKLY ai O°. 3 3° 


Employee's Occupation- Bion de ‘employe Employee's Social Insurance No. 
N° d’assurance sociale de femployé 


TRUCK aa 


20. insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées a la case 12, 
jusqu'a un maximum de 20 semaines.) Guide, para. 43 


First Day Worked 5 [ijy Last Day Worked l P.P. except. |* | PP. except 
Premier jour "Oo Dernier jour > Insurable Earnings “weeks” Insurable Earnings “weeks” 
de travail de travail PP. Rémunération assurable P.P. except. PP Rémunération assurable P.P. excep) 
Guide, para. 28 ie | |& Guide, para. 29 “semaines” “semaines) 
U.l. premiums 1O a i 
Cotisations d'assurance -chémage payables jusqu'au { { { 
Guide, para. 30 | we) (e) (@) ' 
° 
- —+— 
Number of insurable weeks for which U.|. premiums were payable in the last 52 
weeks or since the last record of employment was issued by you to this employee, @ 1 2 
whichever is less oO © e) (eye) 
Nombre de semaines assurables 4 |'6gard desquelles des cotisations d’A.C. étaient e 
payables depuis les 52 derniéres semaines ou depuis le dernier relevé d'emploi 
délivré par vous a cet employé, le nombre Je moins élevé étant retenu. 
Guide, para. 31 3 13 
Please print this number in words - Veuillez inscrire ce nombre en lettres moulées a 
e 
FIVE T\NO “ 
je 
13. Paid sick/ maternity leave or group wage loss indemnity payments payable after date shown in item 
10 - if known, enter amount in “Comments” block below. 5 15 
Congé de maladie / maternité payé ou indemnités payables en vertu d'un régime collectif d’assurance - 
salaire aprés /a date indiquée dans ia case 10 - si vous en connaissez le montant, inscrire celui - ci dans 
la case “Observations” ci-dessous Guide, para 32 
From p> D-J M YEA For Weeks/ Days 6 16 
Du \ bs oO 3 Pour [ DAY Semaines /Jours 
+ + + 
BY. Reason for issuing this record- Raison du présent relevée 
8 Se Ea See es EP ed her Ae ee ae if Wt 
Code Reason - Raison ;; Code Reason - Raison j . oO 
Rae “Sarl see yy ML ee, ean oe tle ees ae Ce Gt we ee sae (one aoe i 7 —} 
A Shortage of work I F Pregnancy | 
Manque de travail i Grossesse \ 8 18 
— a een i een nae ae : 490.00 
Strike or lockout \ Retired (other than age 65) | “5 a 
B G 
Gréve ou lock-out iit Retraite (raison autre que 65 ans) | 
oe Se? GE 5 Mp a or eS ED SP Fah Soe ar ce a a Enter 9 19 1 
urn to ork sharin 
C__ Return to school ll 44 Work sharing Gade oO. OO 
Retour aux études ul Travail partagé | Inscrire = {= 
Se Tee Se Caen ae bee ea ke oe Ee Soke Foe te ee le code 10 20 
illness or injury Apprentice training 
D Maladie ou blessure i J Formation par apprentissage ! » 4 qWa@o ° OO hes 
a a Sal YS so a et ee al) ee eg eee ne ny Ce ere a 
i | 
E Quit TT vied ested cela i D (A) Total of all entries (rounded to nearest dollar) $ 00 
Départ volontair 
part volontaire Gulde, para. 33 Montant total (arrond! au dollar prés) ] (@) oO | a! 


Comments - Observations 


PaAip Sick 
PER DAY 


Expected date 
of recall | 
Date preévue de rappel 


Not returning 
Retour non 
prévu 


Unknown 
Date non 
connue 


X 


RCT No. used to obtain this form 

{ different trom item 5 

N° de compte a ARC-/ utilisé pour obtenir 
ce formulaire, sii différe de la case 5 


Guide, para. 36 


which official language do you wish us to 
cate with you? 
Ss quelle langue officielle désirez - vous que 
1S avec vous ? 


English 
Anglais 


French 
Frangais 


® 


i+l 


( weaetal 


CE FORMULAIRE 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


ONE ZERO ZERO SEVEN TWO 


21. 
Telephone number of issuer 
Numéro de téléphone du signataire 
Area- Région N° Ext. - Poste 
SIAIAZB4¥+SE6TO2| 
22 | am aware that it is an offence to make false entries and hereby certify that all statements on this form are tr 


Je reconnais que toute fausse déclaration constitue une infraction et jatteste, par les présentes, que toutes 


déclarations faites sur ce formulaire sont véridiques. 
S.D. RUSHTON 


Guide, para. 16 
Name of issuer - please print 


Nom du signataire (en lettras moulées) 


Signature of issuer 
D-J M 


2.7/0 3/8) 


Disponible, frangais premier (EMP 2106 


1 


Y-/ 
Date of issue- Date de délivrance Da 


EMPLOYEE'S COPY, PART ONE-DO NOT DETACH FROM PART TWO 


COPIE DE L’EMPLOYE, PARTIE UN-NE PAS DETACHER DE LA PARTIE DEUX 


THIS FORM MAY ONLY BE USED BY THE EMPLOYER TO WHOM IT WAS SUPPLIED 
DOIT ETRE UTILISE UNIQUEMENT PAR L’'EMPLOYEUR AUQUEL IL EST DESIGNE 


PART 
PARTIE 
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(Note: ‘‘Paragraph’’ refers to sections in 
the guide. ‘‘Item’’ refers to sec- 
tions of the ROE form.) 


| oO) Item 1 — 
Form serial number 


21 


Item 2 — 

Serial number 

of Record of 
Employment amended 
or replaced 


You do not need to make an entry here 
unless you are completing a form to 
amend information given on an earlier 
_form or to replace one already issued. 
_When this happens, enter the serial 
_ number of the ROE being replaced. This 
new ROE must be completed in its 
entirety. 

If an employee lost or misplaced the 
_ ROE and asks you for another, you can 
_ photocopy the one you kept with your 
. payroll records (Employer’s copy — Part 
4). You must countersign the photocopy 
and show a telephone number where the 
Commission can reach you, to confirm 
that the copy is valid. You will have to 
issue a new ROE if the Commission asks 
for it. 


By ltem 3 — 
Employer’s name 
and address 


Enter the business name and address as 
used on your Tax Deduction — Canada 


Pension — Unemployment Insurance 
Remittance Return (Form PD7A- 
PD7AR). 


2? 3 Item 4 — 

Postal code 
Please type or print clearly the postal code 
for your business address. 


2? 4 ltem 5 — 
RCT employer 
account number 


This must be the same account number 
as used on your Tax Deduction — 
Canada Pension — Unemployment In- 
surance Remittance Return (Form PD7A- 
PD7AR) for remitting UI premiums for 
this employee. 

If your business has more than one 
employer account number or your ROEs 
are completed by an accounting firm, see 
paragraph 36. 


2? 5 ltem 6 — 
Employee’s name 
and address 


Please give the family name first, then full 
first name and initials. Please enter this 
information clearly. Include the 
employee’s postal code if known. 


? Item 7 — 
Employee’s 
occupation 


Give an accurate one- or two-word 
description of the employee’s usual oc- 
cupation. For example: sales clerk, stock 
clerk, auto mechanic, construction 
labourer. 


2? Item 8 — 
Employee’s Social 
Insurance Number 
(SIN) 
It is very important to enter the 


employee’s correct SIN. A claim for UI 
benefits cannot be processed without it. 


It is used to identify and locate a UI 
claim. 


? 8 Item 9 — 
First day worked 


Enter the actual day the employee started 
to work. If you do not know the actual 
first day worked and the employee has 
worked for you for more than two years, 
enter the date exactly two years before the 
interruption of earnings. 

If the employee has worked for you on 
several occasions, the date to be entered 
is the start of the most recent period in 
which the worker returned to work (that 
is, since you last issued an ROE to this 
person). 

When UI premiums were payable after 
a previous period of employment and the 
insurable weeks were not included on the 
previous ROE, enter the dates of the in- 
surable weeks and the earnings in the 
‘‘Comments”’ section of Item 14. In ad- 
dition, the insurable weeks are to be in- 
cluded in the total insurable weeks in Item 
12. This situation will occur when 
premiums were payable for a statutory 
holiday, a vacation period, paid sick leave 
payments falling below 60 per cent of the 
employee’s average weekly insurable ear- 
nings or self-insured wage loss insurance 
payments. 


2? Item 10 — 

Last day worked 
Enter the actual date the employee last 
performed services for you. If you are is- 
suing an ROE for someone who has 
reached age 65 and continues working, 


this will be the last day worked in the 
month in which the birthday occurred. 


3 O Item 11 — 
Ul premiums 
payable up to 
The date to be entered here is the last day 
for which you pay UI premiums for this 


employee. This is usually the date of the 
interruption of earnings and the same as 
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the last day worked. For someone who 
has reached age 65 and continues work- 
ing, this will be the last day of the month 
in which the birthday occurred. When this 
date differs from the last day worked, 
briefly explain why in the ‘‘Comments’’ 
section of Item 14. 


The exceptions 
1) The last day for which UI premiums 
are payable will be before the last day 
worked when an employee has earnings 
that were not insurable in the last pay 
period of employment. For example: an 
employee may work full-time up to May 
1 and part-time between May 2 and May 
15, and not earn the minimum amount 
or work the minimum hours to be in- 
surable from May 2 to May 15. UI 
premiums are payable up to May 1, not 
to the last day worked (May 15). You 
would enter May | in Item 11. 


2) The last day for which UI premiums 
are payable will be after the last day 
worked when an employee is laid off at 
the end of a paid vacation period, gets 
paid sick, maternity or adoption leave, or 
worker’s compensation top-up payments 
that are insurable or is on paid preretire- 
ment leave. For example: an employee’s 
last day worked was May 15, but he has 
a paid vacation period from May 16 to 
May 31. UI premiums are payable up to 
May 31. Enter May 31 in Item 11. 


Another example: an employee’s last 
day of work was May 15. From May 16 
to May 31, the employee received paid 
sick leave payments which were insurable. 
After May 3l, these payments dropped 
below 60 per cent of his normal weekly 
insurable earnings. In this case, enter May 
3LanAtemml it: 


Note: If the paid sick leave 

payments are paid after the 
date shown in Item 10, the date 
these payments would start and the 
number of weeks for which they 
are payable should be entered in 
Item 13. In Item 14 — Comments, 
show the amount(s) if known. If 


Item 12 — 
Number of weeks 
of insurable 
employment 


For completion of this item, you will have 
to look at the 52-week period before the 
interruption of earnings. Take the last of 
the dates in Item 10 or 11, and count the 
insurable weeks which occurred in the 
past 52 weeks. Do not include any weeks 
which you reported on an earlier ROE for 
this employee. Of course, if the employee 
worked for you for less than a year, you 
will only have to go back to the first day 
worked; if you issued an ROE to this 
employee within the last year, count on- 
ly insurable weeks since the last ROE was 
issued. 

If your pay period is semi-monthly or 
monthly, the total number of insurable 
weeks may include a fraction. When this 
happens, round the figure to the next 
whole number (e.g. for 25-1/6, record 
26). For instructions on how to calculate 
weeks of insurable employment in semi- 
monthly pay periods, see paragraph 56; 
for montly, see paragraph 59. 

Weeks of insurable employment for 
employees whose earnings are calculated 
on an annual basis will normally be 
recorded as ‘‘weekly’’ (see paragraph 65). 

For teachers, see paragraph 70. 


ST 


Item 12A — 

Print this number in words 

Always use two digits when entering the 
number of weeks. For example: nine 
weeks would be shown as 09. Then print 
the number in words in the space below. 
In this example, enter ZERO NINE. Once 
you have entered the number of weeks, 
these figures must not be changed. 


3 2: Item 13 — 
Paid sick/maternity/ 
adoption leave or 


wage-loss indemnity 
payable after date 
shown in Item 11 


Although Item 13 of the ROE may ask 
for ‘‘. . . payments payable after the date 
in Item 11’’, employers are now instructed 
to show such payments after the date 
shown in Item 10 (last day worked). 

If, after the date in Item 10, the 
employee will get paid sick, maternity or 
adoption leave, or if the employee may 
be eligible for payments under a group 
wage-loss indemnity plan or a long-term 
disability plan, enter the date these 
payments start and the weeks or days for 
which they are payable. Enter the amount 
of payments or the percentage of salary 
to be paid, if known, in the space for 
comments in Item 14. This information 
is important because these payments 
affect the amount of UI benefits the 
claimant gets. 


3 Item 14 — 
Reason for issuing 
this Record of 
Employment 


Enter one of the following code letters to 
show why there has been or will be an 
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interruption of earnings in the box on the 
right of item 14: 


Code A — Shortage of work 

The interruption of earnings may be 
caused by, for example, a plant shut- 
Jown, decreased production, bad 
weather, fire hazard or job completed. 


code B — Strike or lockout 
rhe interruption of earnings is caused by 
a strike or lockout at the place of work. 


Sode C — Return to school 
[he employee has left the job to go to 
school or university. 


Sode D — Illness or injury 
[he interruption of earnings is caused by 
IIness, injury or quarantine. 


>ode E — Quit 

[he employee voluntarily left the job. If 
rou know the reason, give this informa- 
ion in the space provided for comments. 


sode F — Pregnancy 
‘he employee’s interruption of earnings 
caused by pregnancy. 


ode G — Retired 

se this code only if the employee has 
tired before reaching age 65. Give the 
ason for retirement such as voluntary, 
ealth reasons or company policy. If the 
ployee has reached age 65, use Code 
(‘‘other’’) and write ‘‘age 65’’ in the 
ace provided for comments. 


ode H — Worksharing 

your company negotiated a workshar- 
g agreement with the Commission and 
is employee is covered by that agree- 
ent, use this code. 


ode J — Apprentice training 

Inder provincial legislation, some ap- 
Tentices must take training as a condi- 
on of their apprenticeship. Use this code 
then you are issuing an ROE for such an 
pprentice. 


ode K — Other 
f the ROE is being issued because the 
mployee has reached age 65 or for some 


other reason which is not covered by a 
code on the form, enter ‘‘K’’ in the box 
to the right. In the space provided for 
comments below, enter the reason. For 
example, ‘‘age 65’’, ‘‘adoption leave’’, 
“‘leave of absence’’ or ‘‘requested by the 
Commission’’. If the employee has been 
fired, just enter ‘‘fired’’. The Commis- 
sion will ask you later for more details. 


34 Item 14 — 
Comments 
Use this space: 


@ to explain why the date in Item 11 dif- 
fers from the date in Item 10; 


@ to explain the use of code ‘‘K’’ — for 
example, enter ‘‘age 65’’ or ‘‘leave 
without pay for adoption’’; 


@ to record the employee’s hourly rate of 
pay when the dollar value is less than 
the minimum for the pay period, but 
the employee has met the minimum 
hourly requirement and the pay period 
is insurable; 


@to record any monies paid in con- 
templation of, on, or after the separa- 
tion from employment if there is 
insufficient space in Item 18; 


@to indicate whether vacation pay or 
other monies noted in Item 18 are in- 
cluded in Item 20; 


M@ to indicate whether or not severance 
payments or other monies were paid or 
payable as a result of a collective agree- 
ment or written policy and if so, 
indicate the commencement date and 
expiry date of the agreement or policy; 


@ to indicate that an employee is entitled 
to receive money from other sources 
such as a union sick leave plan or sup- 
plementary unemployment benefits, 
long term disability payments or the 
particulars of the payments identified 
in Item 13; 


® to indicate the dates of insurable weeks 
and earnings prior to the first day 


worked that were not included on a 
previous ROE and are now included in 
Item 12 (refer to paragraph 28); 


@ to record pension information if there 
is insufficient space in Item 18(c) and 
to provide the name and telephone 
number if an individual other than the 
ROE issuer is to be contacted for in- 
formation regarding the pension. 


If the employee was fired, no explana- 
tion should be entered because the Com- 
mission will contact you for more details. 


3 Item 15 — 
Expected date 
of recall 


If you expect the employee to come back 
to work for you, enter the expected date 
of recall. This usually occurs in cases of 
illness or injury, pregnancy, adoption 
leave or a temporary layoff. If there is a 
possibility of returning but the date is 
unknown, check the ‘‘unknown’’ block. 

If the employee will not be returning 
and there is a complete severance of the 
relationship between the employee and 
the employer, check the ‘‘not returning”’ 
block. 


3 6 Item 16 — 
RCT number used to 
obtain this form if 
different from Item 5 


The number entered in Item 5 must be the 
same as the RCT employer account 
number used to pay that employee’s UI 
premiums. If this number is different than 
the one used to obtain ROEs from the 
Commission, enter in this item the RCT 
number that was used to obtain the ROEs 
you are completing. 

Some businesses have their payroll 
records kept by accounting firms. If the 
accounting firm has obtained ROEs from 
the Commission using its own RCT 
number, the accounting firm’s number 
should be entered here. 
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3 7, Item 17 — 
For employer’s use 


Use this space to record your file 
reference such as payroll or badge 
number. This will help you locate your 
file copy of the ROE if a Commission 
official contacts you to clarify the infor- 
mation reported on it. 


38 Item 18 — 
Additional monies 


paid or payable in 

contemplation of, 
on, or after termination 
of employment 


For the payment of unemployment in- 
surance benefits, certain kinds of 
payments are considered to be “‘earn- 
ings’’. If a claimant receives such 
payments, the CEIC allocates the money 
on the basis of the claimant’s normal 
weekly earnings and the payment of 
benefit does not begin until the weeks of 
‘“‘earnings’’ have run out. You must 
record these monies even if they are to be 
paid after the employment terminated. 

For general guidance regarding the in- 
surability of these monies, please refer to 
paragraph 5. For further information 
please consult RCT publications or con- 
tact your RCT District office. 

If any of these monies are insurable in- 
clude them in the appropriate pay period 
entry in Item 20. Please indicate in Item 
14 ‘‘Comments’’ whether these payments 
have been included in the insurable earn- 
ings recorded in Item 20. 


3 O Item 18A — 
Vacation Pay 

Enter the gross amount of vacation pay 
paid or payable in contemplation of, on, 
or after the separation from employment. 
If vacation pay is paid into a trust fund 
or paid on every cheque, just enter the 
term ‘‘trust fund’’ or ‘‘paid on every 
cheque’’. 

For general guidance regarding the in- 
surability of vacation pay, please refer to 
paragraph 5. 


A O Item 18B — 
Statutory holidays 
after termination 

Statutory holiday pay, paid or payable, 
is earnings for the purpose of unemploy- 
ment insurance benefits. Enter the holi- 
day date and the amount of pay for 
statutory holidays that occur after the 
later of the dates shown in Items 10 
and 11. 

For general guidance regarding the in- 
surability of statutory holiday pay, please 
refer to paragraph 5. 
rN 1 Item 18C — 

Other monies 


If any of the following payments are paid 
or payable in contemplation of, on, or 
after the separation from employment, 
enter the type of payment and the 
amount: 


m@ Pension payments: Record the total 
amount if lump sum or the weekly or 
monthly entitlement and the effectife 
date. If the amounts and effective date 
are not known, enter ‘‘Pension, 
amount unknown’’. 


m Severance pay 
@ Retirement benefits 


w Accumulated retirement or 
sick leave credits 


@ Bonuses or gratuities 
@ Wages in lieu of notice 
m Retroactive wage increase 


mw A payment in kind (describe article 
e.g. car and give monetary value) 


mw All other monies (please specify) 


If there is insufficient space, please use 
the Comments section in Item 14. In ad- 
dition, if any of these monies, including 
vacation pay, were payable as a result of 
a collective agreement or written policy 
in force prior to December 31, 1984, in- 
dicate this fact and the commencement 
and expiry dates in the Comments section 
of Item 14. 


A 2? Item 19 — 
Pay period type 
and final pay period 
ending date 


The type of pay period may be one of the 
following: weekly, bi-weekly, semi- 
monthly, monthly or 13 pay periods a 
year. Any other type of pay period, such 
as annual contracts of service or commis- 
sion sales must be reported as stated in 
the appropriate paragraph of Part 4 
(pages 29 to 34). | 

Indicate the type and the actual ending 
date of the final regular pay period in 
which the interruption of earnings occurs. 
For example: your pay period ends on the| 
15th of the month but the interruption of 
earnings occurs on the 10th. Enter the 
15th as the final pay period ending date. 

If you changed the pay period type or 
pay period ending date and the period 
covered by the ROE reflects both, show 
the most recent pay period type and 7 
ding date and in the Comments section 
of Item 14 show the previous pay type and” 
ending date, indicating a change had oc- 
curred. If you are unsure, please contact 
your local CEC office or the ROE 
specialist serving your area. 


4 3 Item 20 — | 
insurable earnings . 
by pay period : 


How you complete this item will depend 
on the kind of pay period you use. Make 
one entry for the insurable earnings in. 
each of the pay periods that cover the last 
20 weeks of insurable employment. Start. 
with the most recent pay period of in- 
surable employment. 

Show dollars and cents for all entries 
for each pay period. 
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If due to employer bankruptcy, earn- 
ings were not paid, please contact your 
local Canada Employment Centre for 
puidance on completion of Items 12 and 
20 on the Record of Employment. 

For instructions on how to complete 
Item 20 by pay period, refer to the cor- 
responding paragraph for the pay period 


type: 


Weekly 54 


Bi-Weekly 55 
Semi-Monthly 57 
Monthly 60 


13 periods per year 62 


A The first entry 
| Item 20 


The first entry should record the insurable 
>arnings for the final (most recent) in- 
sured pay period. 

_ If you used an estimate to determine 
he amount of insurable earnings in the 
‘inal pay period, include the term “‘est.”’ 
deside the amount. 

_ You will have to issue a new ROE with 
she exact amount if the employee or the 
Commission asks for it. 


A insurable earnings 
in the 20th week 
Item 20 


(f an employee has more than 20 weeks 
>f insurable employment, and the pay 
deriod is other than weekly, the 20th week 
nay not coincide exactly with a full pay 
period. To determine the insurable earn- 
ngs for the 20th week (the last entry), 
alculate the portion of the insurable ear- 
ings in the pay period in which the 20th 
eek falls. Refer to the appropriate pay 
eriod instructions; see paragraph 43. 
emember, the minimum and maximum 
eekly insurable earnings normally 
hange annually. (See tables A and B in 
aragraphs 52 and 53.) 


Item 20A — Total of all entries 
When completing this item, round off the 
total of all entries to the nearest dollar 
and enter the total in the blocks provided. 
The amount to be entered must fill all 
blocks. Remember, older editions of the 
ROE, still in use, have four blocks in Item 
20(A) — Total of all entries, while more 
recent editions have five blocks in Item 
20(A). The following examples show how 
these blocks are to be completed when the 
total of all entries is less than or greater 
than $10,000. 


Para HO sly v5.4 1, 900r | 


Four blocks — less than $10,000 


a ae 


Four blocks — $10,000 or greater 


Eee Ee aa ee ae 


Five blocks — less than $10,000 


a Wd a A. aA eat et es ae 


Five blocks — $10,000 or greater 


Item 20B — Total amount in words 
Print the total amount in words. In the 
above examples, 0950 would be ZERO — 
NINE — FIVE — ZERO; 11659 would 
be ELEVEN — SIX — FIVE — NINE 
and 00950 would be ZERO — ZERO — 
NINE — FIVE — ZERO. 


A6 Item 21 — 
Telephone number 
of issuer 


Be sure to include your area code and 
extension number. 


4 { ltem 22 — 
Signature and 
declaration 


The employer or an authorized person 
must sign the completed ROE in this 


space. An employee, even if normally 
authorized, should not sign his/her own 
ROE. The signature certifies that all 
statements on the ROE are true. The 
name of the person who has signed the 
form should be typed or printed clearly 
in the space to the right. 

If the ROE has been completed entire- 
ly by computer and no changes have been 
made, the name of the authorized person 
may be printed. Otherwise it must be 
signed. 


4 8 ltem 23 — 

Date of issue 
Enter the date on which the ROE is 
completed. 
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4 General information 
on completing 
Item 20 


The instructions on pages 21 to 28 will tell 
you how to complete Item 20 (insurable 
earnings) depending on the kind of pay 
period you use. For employers with semi- 
monthly and monthly pay periods there 
are also instructions for calculating the 
weeks of insurable employment and for 
determining insurable earnings for partial 
pay periods. 

Please note that for Item 20, when the 
employee’s earnings are at the maximum 
for each pay period or are the same, you 
do not have to enter the amount for each 
one. Just write the amount (for example, 
$1,060 for a bi-weekly pay period) in the 
first and last entry and draw a line 
through the blocks in between. But 
remember, you will sometimes be enter- 
ing weeks from the previous calendar year 
when the maximum was lower. In that 
case, enter the amounts from the previous 
year in the same way. 


5 Minimum and 
maximum insurable 
earnings 
The employment of employees who either 
earn 20 per cent of the maximum in- 
surable earnings or work 15 hours a week 
is insurable. Table A gives the minimum 
and maximum levels of earnings or hours 
of employment required to be insurable 
for various types of pay periods in 1987. 
Table B shows the minimum and maxi- 
mum levels of earnings or hours of 
employment that were insurable for 
various types of pay periods in 1986. 


51 important note 


To be insurable in 1986 or 1987, an 
employee needs to meet only one of the 
minimum requirements. 


5 Range of insurable 
earnings for various 
pay periods in 1987 
Table A — 


pei 
from 


weekly 15 hours 
30 hours 
33 hours 
65 hours |2, 
60 hours 


bi-weekly 


semi-monthly 


monthly 


13 pay periods |424.00 
a year 


5 3 Range of insurable 
earnings for various 
pay periods in 1986 

Table B — 


Pay period Earnings 


weekly 


bi-weekly 


semi-monthly 


33 hours |1,072.51 


monthly 


65 hours |2,145.01 


13 pay periods |396.00 
a year 


60 hours |1,980.0 
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5 A Weekly pay period 


If the employee has had 20 or more weeks 
of insurable employment, make an entry 
in all 20 spaces, starting with the final in- 
surable pay period. If the employee had 
a week or weeks of employment that were 
not insurable, you will have to go back 


further than 20 weeks in your payroll 
records to obtain the 20 weeks of in- 
surable earnings. If the employee has less 
than 20 weeks of insurable employment, 
enter the insurable earnings for each week 
that was insurable. 

There are no entries in the pay period 
exceptions column for weekly pay 
periods. 


Remember, a week in which the 


oon pay period 


hours 


maximum 


employee did not earn either the 
minimum insurable earnings ($106 in 
1987) or did not work the minimum 15 
hours is not a week of insurable employ- 
ment. Do not report earnings that were 
not insurable. 

The maximum insurable earnings for 
a weekly pay period in 1987 is $530. 


The following chart will help you determine weeks of insurable employ- 
ment and insurable earnings. 


bi: Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
Catala de quinzaine, etc.) 
Guide, para. 4: 


WEEKLY 


Date de Ja fin de la derniére 
période de paye Dei 


AT 


Did employee earn at least $106 during the pay period? 


r 


Final pay period ending date Yes 


03/87 


120. A Earnings by Pay Perlod (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 

Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées & la case 12, 


No 


Worked at least 15 hours in the pay week? 


Yes No 


eke es ae ge ser lai * one week of insurable © pay week not insurable 
* ; P.P. except. P.P. except. employment e no insurable earnings 
Insurable Earnings “weeks” Insurable Earnings ‘weeks Cl m 
P.P Rémunération assurable P.P. except. PP. Rémunération assurable P.P. except. e insurable earnings up 
pSema IEE Esemaines to a maximum of $530 
pet 14 
530.00 530-00 
9 42 Note: Amounts shown on the chart are effective from 
530.00 January 1, 1987 to December 31, 1987. 
14 c 
4 of GS, rele) Pay week examples: 
is 15 
1. Pay week same as calendar week — 
2 16 SY ee gui ares 
> 17 1 2553 iy 1) 7 
| 8 18 2. Pay week not the same as the calendar week — 
fe | 19 Syauivis (le, eV aek) 2 
‘lai Sy yet) oy Ge 
20 
| 530.00 495.00 8 9 10 11 12 13 14 
(A) aor | - iy Soa opal ie neers dollar) $ i 00 
aa. gy Pay week starts on Sth and ends on 11th. 


(8) Please print this amount in words- Veuillez inscrire ce montant en lettres moulées 


One ZERO THREE Five Five 


21. 
Telephone number of issuer 
Numéro de té/éphone du signataire 
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5 5 Bi-weekly pay period 


In this type of pay period, earnings are 
insurable for both weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($212 or 30 hours in 1987). 

When the earnings and hours employed 
in the complete pay period do not meet 
the minimum for this type of pay period, 
insurability must be determined on a pay 
week* basis. If only one pay week meets 
the minimum requirements of $106 or 15 
hours, enter the earnings for that pay 
week and the figure 1 in the pay period 
exceptions column (P.P. Except. 
“‘weeks’’). 

If the employee has had 20 or more 
weeks of insurable employment, you will 
have to make an entry for at least 10 pay 
periods, starting with the final pay period. 
More than 10 entries will be needed if one 
week in any pay period was not insurable. 

When an employee has more than 20 
weeks of insurable employment, the in- 
surable earnings for only 1 week may be 
needed to cover the 20th week. In such 
a case, the last insurable earnings to be 
entered in item 20 will be the total in- 
surable earnings in the bi-weekly pay 
period divided by two. 

If the employee has less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 

The maximum insurable earnings for 
a bi-weekly pay period in 1987 is $1060. 


* Note: See paragraph 4 for the definition of 
a pay week. 


Employee's Social Insurance No. 


N° d’assurance sociale de femployé 


3t Day Worked D-J 

mier jour 

travail > 

ulde, para. 29 oO 
D-J 

ace) 


yable in the last 52 
1u to this employee, 


ations d'A.C. étaient 
nier relevé d'emploi 
“retenu. 


bre en lettres moulées 


yents payable after date shown in item 


vertu d'un régime collectif d’assurance - 
aissez le montant, inscrire celui - ci dans 


her than age 65) 
aison autre que 65 ans) 


» training 

par apprentissage 
‘lain below) 

ciser ci-dessous) 
ara. 


Not returning 
Retour non 
prévu 


Weeks/ Days 


Semaines / Jours 


Enter 
Code 
Inscrire 
le code 


Unknown 
Date non 
connue 


English 
Anglais 


A 


‘LOYEE’S COPY, PART ONE-DO NOT DETACH FROM PART TWO 
)E L’EMPLOYE, PARTIE UN-NE PAS DETACHER DE LA PARTIE DEUX 


French 
Frangais 


Bi-weekly pay period 


212.00 1,060.00 | 


| 
} 
| 


Final pay period ending date 
Date de Ia fin de la derniére 
période de paye 


m Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 
Gujde, para. 42 


Bi- WEEKLY 


20. Insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de paye, 
inscrire le montant de la rémunération SOUL gas pemeey d'emploi assurable indiquées & la case 12, 
jusqu'a un maximum de 20 semaines.) ulde, para. 43 


P.P. except. P.P. except. | 


Insurable Earnings “weeks” Insurable Earnings “weeks” 
Rémunération assurable P.P. except. Rémunération assurable P.P. except. 
“semaines” “semaines” | 


a G40.00 


(A) Total of all entries (rounded to nearest dollar) 
Montent total (arrond! au dollar pres) 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


ONE ZERO THREE FIVE FIVE 
21. 


Telephone number of issuer 
Numéro de té/éphone du signataire 


Area- Région Ext. - Poste 


3 | am aware that it is an offence to make false entries and hereby certify that all statements on this form are true. | 
Je reconnais que toute fausse déclaration constitue une infraction at j'atteste, par les présentes, que toutes les 
déclarations faites sur ce formulaire sont véridiques. 


Guide, para. 16 


Signature of issuer 
Signature 


Name of issuer - please print 
Nom du signataire (en lettres moulées) 


Date of issue- Date de délivrance 


Disponible, frangais premier (EMP 2106 F 


PART 
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he following chart will help you determine weeks of insurable employ- 
ent and insurable earnings in a bi-weekly pay period. 


Did the person work 
or 
did the person have No 
earnings in each week of 
the pay period? 


Yes 


Did the person work Did the person work 
at least 30 hours for at least 15 hours 


or or 
did the person have did the person have 


earnings of at least earnings of at least $106 
$212 in the pay in either pay week? 


period? 
Yes Yes No 
© two weeks of e one week of e pay period 
insurable insurable not insurable 
employment employment e no insurable 
e insurable e insurable earnings 
earnings up to earnings up to a 
a maximum maximum of $530 
| of $1,060 e show a1 in 
P.P. Except. 
| “‘weeks’’ column 


ee ee ee SS EE ne ee 
Jote: Amounts shown on the chart are effective from January 1, 1987 


to December 31, 1987. 


Pay weeks examples: 


Bi-weekly pay period 


1. Pay weeks are the same as calendar weeks — 


sar bmaeall e cha APs acael analy) 
(Be LP Age ee hie SP ioe done id 
SHRM TOm Mi: Vi2 Sy -14 


The pay period starts the Ist and ends the 14th. 
First pay week starts the Ist and ends the 7th. 
Second pay week starts the 8th and ends the 14th. 


2. Pay weeks are not the same as calendar weeks — 


OY MPT eARW Ble Fats, 
Wis eel oy A coe Oren 
8, 9) AOwIT Ti2 1385p14 
16,16 “17. 18 BIO 20. 24 


The pay period starts the 5th and ends the 18th. 
First pay week starts the Sth and ends the 11th. 
Second pay week starts the 12th and ends the 18th. 


24 Instructions by type of pay period 


The Record of Employment 


5 6 Semi-monthly 
pay period 

The table below may be used to convert 
complete semi-monthly pay periods into 
weeks of insurable employment (2 1/6 
weeks of insurable employment for each 
complete semi-monthly pay period — 52 
weeks + 24 = 2 1/6). 


Note: Partial pay periods (where in- 

surability was calculated on a 
weekly basis) must be added after the 
conversion. 


Table C 
Weeks of insurable employment 
Number of Equivalent 
complete weeks of 
semi-monthly insurable 
pay periods employment 
: 1 2 11/6 
2 41/3 
3 6 1/2 
4 8 2/3 
5 10 5/6 
| 6 13 
7 15 1/6 
8 17 1/3 
9 19 1/2 


5 How to complete 
Item 20: 
Semi-monthly 
pay period 
In this type of pay period, earnings are 
insurable for all the weeks in the pay 


period if the employee either worked or 
had earnings in each week and part-week 
and the earnings received or hours work- 
ed are at least the minimum for the pay 
period ($229.66 or 33 hours in 1987). 

If the earnings and hours worked do 
not meet the minimum for this type of 
pay period or if the employee did not 
work or have earnings in each week or 
part week of the pay period, insurability 
must be determined on a calendar week 
basis (Sunday to Saturday). Enter only 
the insurable earnings for the week or 
weeks of employment that were insurable 
and the figure 1 or 2 in the pay period ex- 
ceptions column (P.P. Except. ‘“‘weeks’’) 
to show the number of weeks that were 
insurable. (A fraction of a week may be 
required in this column to identify part 
of a pay period which includes the 20th 
week of insurable employment.) 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least 10 pay 
periods, starting with the final pay period. 
More than 10 entries may be needed if any 
week or part of a week in any pay period 
was not insurable. 

If the employee has less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 

The maximum insurable earnings for 
a semi-monthly pay period in 1987 is 
$1,148.33. 


5 Insurable earnings 
in the 20th week: 
semi-monthly 

pay period 

Item 20 on the ROE is for listing insurable 
earnings by pay period for the last 20 
weeks of insurable employment or, if less 
than 20 weeks, the insurable earnings for 
the number of weeks shown in Item 12. 

How you calculate the insurable earn- 
ings for the 20th week of insurable 
employment (the last entry) will depend 
on whether the earnings are from a com- 
plete semi-monthly pay period or a par- 
tial pay period in which only | or 2 weeks 
were insurable. 


Complete pay period 
If an employee has more than 20 weeks 
of insurable employment, the 20th week 
may not coincide exactly with the end of 
a complete pay period. To determine the 
insurable earnings for the 20th week (the 
last entry), calculate the portion of the in- 
surable earnings in the pay period in 
which the 20th week falls. 

The table below shows you how to 
calculate the insurable earnings for the 
part of the pay period that includes the 
20th week. 

For example, earnings for 1/2 of a 
week from a complete semi-monthly pay 
period with insurable earnings of $830 
would be calculated as 23 per cent of the 
complete pay period (23/100 x $830 = 
$190.90). 


Table D 
Portion of semi-monthly 
pay period and percentage of | 
insurable earnings that applies” 
to the 20th week of : 
insurable employment 


fe Bes 
Portion of complete pay Percentage of insurable | 
period that includes € 
20th week pay period to be 


i reported on the RO 


1/6 week 
1/3 
1/2 


2/3 
5/6 
1 


1 1/6 | 
1 1/3 
1 1/2 
1 2/3 
1 5/6 
2 


Note: This table should not be used for 
the partial pay period calculations 
described below. 


Partial pay period 

When you are calculating the insurable 
earnings for the 20 weeks, the pay period 
covering the 20th week may not be a com- 
plete semi-monthly pay period. You 
would have to calculate the earnings from 
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EEE 


a partial pay period consisting of one or 
two weeks to get the total insurable 
earnings for the 20 weeks. 

As shown in the following example, 
an employee has worked eight complete 
pay periods (a total of 17 1/3 weeks) and 


Final pay period ending date 
Date de la fin de la derniére 


bi: Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) période de paye D- M Y-A 
Gulde, para. 42 

O.+ 


EMI- MONTHLY us 87 


insurable Earnings by Pay Perlod (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées a la case 12, 
jusqu'a un maximum de 20 semaines.) Gulde, para. 43 


20. 


‘-A * Ty PP. except. |* ] PP. except. 
Insurable Earnings “weeks” Insurable Earnings “weeks” 
PIP: Rémunération assurable P.P. except. ‘rahe Rémunération assurable P.P. except. 
| “semaines” “semaines” 
-A 


S48.00) a |" 
* 1148.33 | MG 


13 


14 


—+ 


ours 


1148.33 


two weeks of a partial pay period for a 
total of 19 1/3 weeks. To establish the 
total for 20 weeks, you must calculate 2/3 
of the insurable earnings from the latest 
week in the partial pay period that covers 


the 20th week of insurable employment. 
Enter the amount in the insurable earn- 
ings column and 2/3 in the pay period ex- 
ceptions column. In the following exam- 
ple, earnings for 2/3 of a week were 
calculated as 2/3 x $425 = $283.33. 


The following chart will help you determine weeks of insurable 
employment and insurable earnings in a semi-monthly pay 
period. 


Did employee earn at least $229.66 during the pay period? 


Yes No 


Worked at least 33 hours in the pay period? 


Yes No 


Worked in each calendar week or 
part-week in the pay period? 


Yes No 


Earned at least $106 or worked at least 15 hours 
during one or more calendar weeks or part-weeks? 


at =} 


1Ola.SO 
loT2a.SO 
10 AB3.33 2/2, 20 


Yes No 
e 2 1/6 weeks of © one week of insurable © pay period not 
insurable employment for each insurable 
employment calendar week or part ¢ no insurable 
e insurable week with earnings of earnings 


earnings up to $106 or employment 
a maximum of of 15 hours 


$1,148.33 e insurable earnings for 


(A) Total of all entries (rounded to nearest dollar) 
Montent total (arrond! au dollar prés) 


00 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


ONE ZERO ONE SiX SiX | 


21. 


Telephone number of issuer 
Numéro de téléphone du signataire 


N° Ext. - Poste 


Area- Région 


> 
4 it i 4 ot S| 4 — 1 4 
| am aware that it is an offence to make false entries and hereby certify that all statements on this form are true. 
Bl Je reconnais que toute fausse déclaration constitue une infraction at j'atteste, par les présentes, que toutes les 
déclarations faites sur ce formulaire sont véridiques. . 


Guide, para. 16 


Signature of issuer 
Signature 


Name of issuer - please print 
Nom du signataire (en lettres moulées) 


Y-A 
Date of issue- Date de délivrance 


Disponible, frangais premier (EMP 2106 FE 


E-DO NOT DETACH 


- AL oF. DE Le 


FROM PART TWO 
at: 


‘ that week or part- 
week up to a maxi- 
mum of $530 

e show a1 or 2 in P.P. 
Except. ‘‘weeks’’ 
column 


Note: Amounts shown on the chart are effective from January 1, 1987 
to December 31, 1987. 


Semi-monthly pay period 


33 


214.50 


maximum 


1,148.33 


1986 1,072.50 
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BQ Month pay etléd 


The table below may be used to convert 
complete monthly pay periods into weeks 
of insurable employment (4 1/3 weeks of 
insurable employment for each complete 
monthly pay period — 52 weeks + 12 = 
4 1/3). 


Note: Partial pay periods (where in- 

surability was calculated on a 
weekly basis) must be added after the 
conversion. 


Table E 
Weeks of insurable employment 
Saas 
Number of complete 
monthly pay periods 


b— 


Equivalent weeks of 
insurable employment 


4 1/3 
8 2/3 
13 
17 1/3 
21 2/3 
26 


30 1/3 
34 2/3 
39 
43 1/3 


11 47 213 
52 


ON Doahiwon — 


6 How to complete 
Item 20: monthly 
pay period 


In this type of pay period, earnings are 
insurable for all the weeks in the pay 
period if the employee either worked or 
had earnings in each week and part-week 
and the earnings received or hours work- 
ed are at least the minimum for the pay 
period ($459.33 or 65 hours in 1987). 
If the earnings and hours worked do 
not meet the minimum for this type of 
pay period or if the employee did not 
work or have earnings in each week or 
part week of the pay period, insurability 
must be determined on a calendar week 
basis (Sunday to Saturday). Enter the 
insurable earnings for the week or weeks 
of employment that were insurable. Put 


a figure 1, 2, 3, or 4 in the pay period ex- 
ceptions column (P.P. Except. ‘‘weeks’’) 
to show the number of weeks that were 
insurable. (A fraction of a week may be 
required in this column to identify part 
of a pay period which includes the 20th 
week of insurable employment.) 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five pay 
periods, starting with the final pay period. 
More than five entries may be needed if 
any week or part of a week in a pay 
period was not insurable. 

If the employee had less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 

The maximum insurable earnings for 
a monthly pay period in 1987 is 


$2,296.66. 
6 1 in the 20th week: 
monthly pay period 


Item 20 on the ROE is for listing insurable 
earnings by pay period for the last 20 
weeks of insurable employment or, if less 
than 20 weeks, the earnings for the 
number of weeks shown in Item 12. 

How you calculate the insurable earn- 
ings for the 20th week of insurable 
employment (the last entry) depends on 
whether the earnings are from a complete 
monthly pay period or a partial pay 
period in which only 1, 2, 3 or 4 weeks 
were insurable. 


insurable earnings 


Complete pay period 

If an employee has more than 20 weeks 
of insurable employment, the 20th week 
may not coincide exactly with the end of 
a complete pay period. To determine the 
insurable earnings for the 20th week (the 
last entry), calculate the portion of the in- 
surable earnings in the pay period in 
which the 20th week falls. 

The table below will show you how to 
calculate the insurable earnings for the 
pay period that includes the 20th week. 
For example, earnings for 2/3 of a week 
from a complete pay period with 
insurable earnings of $1,800 would be 
calculated as 15 per cent of the complete 
pay period (15/100 x $1,800 = $270). 


The Record of Employment 


Table F 
Portion of the monthly pay 
period and percentage of 
insurable earnings that applies 
to the 20th week of insurable 
employment 


Portion of a complete | Percentage of insurable 
pay period that includes; earnings in that pay 
20th week | period to be reported © 
on the ROE 


1/3 week 
2/3 


7.7 per cent 


PWW WONNIN = +/+ 


Note: This table should not be used for 
the partial pay period calculation 
described below. 


Partial pay period 

When you are calculating the insurable 
earnings for the 20 weeks, the pay period 
covering the 20th week of insurable 
employment may not be a complete 
monthly pay period. You will have to 
calculate earnings from a partial pay 
period consisting of 1, 2, 3 or 4 weeks to 
get the total insurable earnings for the 20 
weeks. 

As shown in the example below, an 
employee has worked four complete pay 
periods for a total of 17 1/3 weeks and 
two weeks in an incomplete pay period 
for a total of 19 1/3 weeks. To establish 
the total for 20 weeks, you must calculate 
2/3 of the insurable earnings from the 
latest week in the partial pay period that 
covers the 20th week of insurable employ- 
ment. Enter the amount in the earnings 
column and 2/3 in the pay period excep- 
tions column (P.P. Except. ‘‘weeks’’). In 
the following example, earnings for 2/3 
of a week were calculated as 
2h 3 5X S425 = S282. 3 
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FUE) POLO FEY EIS GIES Fa CECH BLEUE Here fe Be Be te re ee te erie 


$ The following chart will help you determine weeks of insurable 
employment and insurable earnings in a monthly pay period. 


(C) Other monies (explain) - Autres sommes (préciser} 
Guide, para. 41 


$ 


bk:}y Pay period type (weekly, bi-weekly, etc.) Final pay period ending date 
Genre de période de paye Date de /a fin de la derniére ==, - 
eget’ de quinzaine, etc.) période de paye y_y ry Y-A Did employee earn at least $530 during the pay period? 
uide, para. 
MONTHLY 3, 0l04/871 = zr 
20. Insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de paye, 
inscrire le montant de /a rémunération assurable des semaines d'emploi assurable indiquées a la case 12, i i 9 
FISed dA ERIE ile 20 camanree? Guideuceraras Worked at least 65 hours in the pay period? 
RA * P.P. except. P.P. except. 
. Insurable Earnings “weeks” Insurable Earnings “weeks” Yes No 
Pr: Rémunération assurable P.P. except. Rémunération assurable P.P. except. 
“semaines” “semaines” 
a A 
a Worked in each calendar week or 
1 . . 
art-week in the pay period? 
S48.00 | 2 P pay P 
uh te 
. 2 Yes No 
| |? |aaqe.oe ish 
3 Earned at least $106 or worked at least 15 hours 
AAqb- ob during one or more calendar weeks or part-weeks? 
4 
ARG 6 r bob Yes No 
—+ + 
5 3 INS fefe) e 4 1/3 weeks of © one week of insurable | |e pay period not 
- +— +—— — insurable employment for each insurable 
y 
k 6 2 employment calendar week or part ¢ no insurable 
4 insur week with earnings o earnings 
7 / 3 e insurable k with f 
earnings up to $106 or employment 
ih a maximum of of 15 hours 
$2,296.66 e insurable earnings for 
8 that week or part 
week up to a.maxi- 
| mum of $530 
r 9 e show a1, 2,3 or 4 
5 A 
Fo + +. in P.P. Except. 
ae “‘weeks’’ column 
a 10 | 
| Jl: 
(A) Total of all entries (rounded to nearest dollar) 


Moptent.tolsi:(esrong seu) doller, Bes) $ {Oo I & 6 00 Note: Amounts shown on the chart are effective from January 1, 1987 
to December 31, 1987. 


(B) Please print this amount in words- Veuillez inscrire ce montant en lettres moulées 


ONE ZERO ONE SiX SiX 


Telephone number of issuer 
Numéro de téléphone du signataire 


Monthly pay period 


6 459.33 


5 
65 429.00 


maximum 


Area - Région Ext. - Poste 


i 
| 
| 
| 


> 
= | x ae =f 4 4 ee 4 Hee ee at 
| am aware that it is an offence to make false entries and hereby certify that all statements on this form are true. 
pwn Je reconnais que toute fausse déclaration constitue une infraction et j'atteste, par les présentes, que toutes les 
on déclarations faites sur ce formulaire sont véridiques. 


Guide, para. 16 


2,296.66 


1986 2,145.00 


Signature of issuer Name of issuer - please print 
Signature Nom du signataire (en lettres moulées) 


Y-A 


Date of issue- Date de délivrance 


is 


Disponible, francais premier (EMP 2106 FE 


.E-DO NOT DETACH FROM PART TWO 
1-NE PAS DETACHER DE LA PARTIE DEUX PART 


¥Y THE EMPLOYER TO WHOM IT WAS SUPPLIED PARTIE 
YUEMENT PAR L’EMPLOYEUR AUQUEL IL EST DESIGNE 
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6 Py 13 pay periods a year 


In this type of pay period, earnings are 
insurable for four weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($424 or 60 hours in 1987). 

When the earnings and hours worked 
in the full pay period do not meet the 
minimum for this pay period, insurabili- 
ty must be determined on a pay week 
basis. (See paragraph 4 of this guide for 
a definition of a ‘‘pay week’’.) 

If the employee had no insurable 
earnings in some of the pay weeks of a 


pay period, enter only the insurable ear- 
nings for the weeks that were insurable. 
Enter the figure 1, 2 or 3 in the pay period 
exceptions) wcolumn’ (PyP.. Except: 
“‘weeks’’) to show the number of weeks 
that were insurable. 

If the employee has 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five pay 
periods, starting with the final pay period. 
More than five entries will be needed if 
one pay week in any pay period was not 
insurable. 

When an employee has more than 20 
weeks of insurable employment, the in- 
surable earnings for only 1, 2 or 3 weeks 
may be needed to cover the 20th week. 
In such a case, the insurable earnings to 


13 pay periods a year 


$ 


minimum 


maximum periods a year. 


2,120.00 


be entered would be: 1 week — 25 pe 
cent, 2 weeks — SO per cent, or 3 week 
— 75 per cent. 

If the 20th week does not fall in a com 
plete (four insurable weeks) pay period 
enter the insurable earnings of the pa 
week(s) required to reach a total of 2 
weeks. In the column P.P. Except 
*‘weeks’’, enter: the figurew 1; :22/0r @ 
depending upon the number of weeks re 
quired to complete this item. 

If the employee had less than 20 week 
of insurable employment, enter the in 
surable earnings for each pay period. 

The maximum insurable earnings fo 
a pay period in 13 pay periods a year 1 
$2,120 in 1987. 


The following chart will help you determine weeks of insurabl 
employment and insurable earnings when you have 13 pa 


Did employee earn at least $424 during the pay period? 


1,980.00 


se 


Pay period type (weekly bi-weekly etc) 
Genre de période de paye 
(hebdomadaires, de quinzaine. etc ) 


Da 


Fin 


période de paye py M y 


Yes 


al pay period ending date 
te de la fin de la derniere 


1 4103/87 


ployee's Social Insurance No. 
d'assurence sociale de lemployé earnings for the insurable weeks shown 


Rémunérati 


jusqu’a un maximum de 20 semaines } 


insurable Earnings by Pay Period (PP *) (Starting with the final pay period. enter the insurable 
in item 12, up to a maximum of 20 insurable weeks ) 


assurable par période de paye (P-P.*) (En commencant par /a derniére periode de paye 
inscrire le montant de la rémunération assurable das semaines demploy assurable indiquées a la case 12 
ulde, para, 43 


in | 


Worked at least 60 hours in the pay period? 


Yes 


oe = =< 
| PP except 


Insurable Earnings 
Rémunération assurable 


Rémunération assurable 


PP except 
weeks 
PP except 
semaines 


insurable Earnings | 


Worked in each pay week in 
the pay period? 


yWorned|  D-J M Y-A t+ 

ise 

Ld 

pare, 29| 

So hee ite 1 * 
ly- 


No 


Earned at least $106 or worked at least 15 


hours 
during one or more pay weeks? 


D-J 7 a ai t 
ae 1 | s30foos (th ie Yes 
Met ee ea olog ie A) ee ee 
etna | stiaoroo! Nhtowl| || | te, haw § 
| 
*11980.00| | “| A dt 
; 1980.00 ET i Va | e 4 weeks of 
Weeks/Days 6 16 insurabl 
sis + _14 85.00 | 3 2 employment 
e insurable 


Tis} 7 


earnings up to 
a maximum of 


$2,120 


10 | 


(A) Total of all entries (rounded to nearest dollar) 


ONE ZERO TWo ONE Five 


Been ones Montant totel (arrondi au dollar pros) $ 


1Oa'5 


(8) Please print this amount in words~ Veuillez inscrire c@ montant en lettres moulées 


e one week of insurable | | ® pay period not — 
employment for each insurable ; 
$106 or 15 hours e no insurable 
pay week earnings 


e insurable earnings for 
that week up to a 
maximum of $530 

e show a 1, 2 or 3 in 

P.P. Except. ‘‘weeks’’ 

column 


Note: Amounts shown on the chart are effective from January 1, 198 
to December 31, 1987. 
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63 Special rules 


special rules apply to people who are paid 
yn commission and piece-work and to 
eachers and professional athletes on 52 
week contracts. For exact details on how 
o determine insurable earnings for such 
-mployees, you should refer to the RCT 
,00klet Canada Pension Plan Contribu- 
ion and Unemployment Insurance 
Premium Tables. For Québec employers, 
he publication is entitled Unemployment 
msurance Premium Tables. 

The following information will help 
ou to determine the insurable weeks and 
he insurable earnings in Item 20 on the 
2OE for special groups of workers. 


5 Earnings calculated 
on a regular pay 
period basis 


f the employee is paid by piece-work or 
Commissions only on a regular basis, such 
s bi-weekly or semi-monthly, follow the 
nstructions for the completion of Item 
(0 for the type of pay period involved. 
“his also applies to the following in- 
tances when paid on a regular basis: 


1) Drawings where no periodic settle- 
ment of account is made; and 


2) Remuneration paid to an individual 
employed under a contract of service 
for a period of 52 consecutive weeks 
and paid in 10 or 22 payments. 
(Follow the instructions in paragraph 
67.) 


| 


| If the employee is paid a combination 
f regular salary and commission, see 
aragraph 65. 


5 Earnings calculated 
on a yearly basis 


[ere are the conditions under which earn- 
ngs are calculated on a yearly basis: 


Commissions paid at irregular 


| intervals; 


A combination of drawings or regular 
salary, and commissions; 


_ Instructions for special 
groups of workers — oe 


@ Sums debited to drawing account at ir- 
regular intervals; 


@ Piece-work when settled at irregular 
intervals; 


@ Remuneration paid to an individual 
employed under a contract of service 
for a period of 52 consecutive weeks, 
when the payments do not extend over 
the entire 52 week period and are paid 
in other than 10 or 22 payments. 


These earnings are considered as 
insurable on the basis of a calendar year 
beginning with the first dollar, paid up 
to the maximum yearly insurable earn- 
ings. In 1987, the maximum yearly 
insurable earnings is $27,560. Special 
provisions exist for deducting UI 
premiums if the regular UI premium 
tables do not apply. For information, 
contact your local RCT District Office. 

This system of calculating insurable 
earnings and weeks of insurable employ- 
ment has been devised to accommodate 
employees with fluctuating incomes. It 
also permits a fairer appraisal of the 
employee’s income and could increase the 
worker’s entitlement to UI benefits. 

For example, a real estate agent may 
only receive two $5,000 commissions in 
a year. If we applied normal pay period 
rules, this employee would only be in- 
sured for two weeks at $530 per week, the 
weekly maximum in 1987. However, if we 
average the income, by dividing the yearly 
gross income by 52, the employee would 
have 52 weeks of insurable employment 
at $192.31 per week. 


When less than a full year is involved 
When the employment of an employee 
begins after the start of a calendar year 
or terminates before the end of the year, 
make a proportional adjustment to the 
maximum yearly insurable earnings. To 
adjust the insurable earnings, consider 
only the weeks of employment in each 
calendar year. The adjusted maximum 
yearly insurable earnings equals the week- 
ly maximum earnings multiplied by the 
number of weeks of employment in that 
calendar year. For example, an employee 


working from November Sth, 1986 to 
May 30th, 1987 would have 8 insurable 
weeks in 1986 with maximum insurable 
earnings of $3,960 (8 x $495 or 8/52 x 
$25,740), and 22 insurable weeks in 1987 
with maximum insurable earnings of 
$11,660 (22 x $530 or 22/52 x $27,560). 


Reduction in the maximum yearly in- 
surable earnings because of a leave 
without pay 

When an employee is on leave of absence 
and is not receiving earnings from the 
employer for a period of one week or 
more, the maximum insurable earnings 
for the year is determined by subtracting 
from the maximum yearly insurable earn- 
ings, the maximum weekly insurable earn- 
ings multiplied by the number of weeks 
in the period of leave. For example, an 
employee worked 10 weeks and then was 
absent without pay for 1 week because of 
illness. He returned to work for 3 weeks, 
then quit. Only 13 of the 14 weeks will 
be considered as weeks of insurable 
employment in order to calculate the 
yearly insurable earnings. For informa- 
tion on how to allocate insurable earnings 
and calculate the premiums payable, 
please contact your nearest RCT District 
Office. 


Item 19 

When completing an ROE for an 
employee whose earnings are calculated 
on a yearly basis, the pay period type 
(Item 19) should be shown as weekly 
(yearly basis) and the last pay period en- 
ding date should be the Saturday of the 
calendar week in which the employment 
ceased. Use the ‘‘Comments”’ section in 
Item 14 to describe the type of payments 
(example: combination of salary and 
commission). 


Item 20 Completion 

Average the earnings over the number of 
weeks of insurable employment in the 
most recent calendar year (January 1, 
1987 to last day worked). If there are 
fewer than 20 weeks of insurable employ- 
ment, you will need a separate calculation 
for 1986. These are again the insurable 


30 


earnings in the year divided by the 
number of calendar weeks of insurable 
employment in that year. The example 


below will clarify: 


6 
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Example for a 
commissioned 


salesperson with 


premium deductions 


on a yearly basis 


Date 
Commissions 
Paid 


Amount of 
Commissions 
Paid 


January 21, 1986 


$ 6,500 


March 6, 1986 3.220 
March 29, 1986 1500 
July 1, 1986 8,520 
October 31, 1986 3,980 
1986 Total $ 29,720 
Date Amount of 
Commissions Commissions 
Paid Paid 
January 3, 1987 $ 17,000 
January 17, 1987 5,900 
February 3, 1987 7,500 


February 21, 1987 


5,000 


1987 Total 


$ 35,400 


@ First day worked December 6, 1985 


Resigned February 21, 1987 


This worker was engaged as a commis- 
sioned salesperson with payments made 
at irregular intervals and UI premiums 


deducted on a yearly basis. 


@ In 1986, the employer had deducted the 
maximum yearly UI contributions by 
July 1. On that date, the total earnings 
were $25,740, an amount equal to the 
maximum insurable earnings for 1986. 


@ In 1987, the employer would have 
deducted the maximum yearly UI con- 
tributions by February 3, 1987. On that 
date, the total earnings met the max- 
imum insurable earnings of $27,560 for 


1987. 


@ As the employee resigned on February 
21, 1987, the employer must adjust the 
maximum insurable earnings for 1987 
to $4,240 (8 weeks x $530). 


The Record of Employment should be 
completed as follows: 


bi: Pay period type (weekly, bi-weekly, etc) 


Genre de période de paye 


(hebdomadaires, de quinzaine, etc.) 


Guide, para. 42 
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Final pay period ending date 
Date de la fin de la derniére 
période de paye D-J 


al 


Oa 


81 


nployee's Social Insurance No. 
° d’assurance sociale de l'employé 


20 Insurable Earnings by Pay Perlod (P P.*) (Starting with the final pay period, enter the insurable 


earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 


Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de pays, 
inscrire le montant de la rémunération assurable des semaines demplo/ assurable indiquées a la case 12, 


jusqu'a un maximum de 20 semaines.) 


Guide, para. 43 


4 ae 
ay Worked | D-J M Y-A |* PP except. |* ] PP except 
jour Insurable Earnings “weeks” Insurable Earnings “weeks” 
ail > Ee Rémunération assurable PP. except PIP; Rémunération assurable P.P. except. 
e, para. 29 “semaines” “semaines” 
= ‘s i 
O-J M Y-A 1 
> 1 3 11 
550,00 
ve in the last 52 if 
> this employee, 2) 12 
ns JAC. étaient 4 
; +— + 
releve d'emploi 
‘enu 
3 13 
an lettres moulées | 
4 14 
_ + 
ts payable after date shown in item 
J d'un régime collectif d’'assurance - 5 15 
:az le montant, inscrire celui - ci dans 
t + 
Weeks / Days 6 16 
Semaines / Jours 
al 
Tie eee | 7 17 
2ason - Raison jl 
---------- \ + ~ +— 
| 
: © 5330-00 i 
2 Silas. ' « 
than age 65) | 
2n autre que 65 ans) | 
NP itis buat 16 Enter 9 Uc O 19 
Code . 
6 | Inscrire >Ii T zi 
2 le code 10 20 
aining ¢ y os 5 eo) 
apprentissage | wz q s 2) 
SS Se SSS SS | oan + 
| 
Ul oa | (A) Total of all entries (rounded to nearest dollar) $ 00 
A | Montant total (arrond! au dollar prés) oO ] b=4 oO 
| 


) Not returning 


Unknown 
| Date non 
| connue 


Retour non 
prevu 
| English | French 
Anglais Frangais 


OYEE’S COPY, PART ONE-DO NOT DETACH FROM PART TWO 


(B) Please print this amount in words- Veuillez inscrire ce montant en lettres moulées 


OWE ZERO ONE EIGHT ZERO 


21. 


Telephone number of issuer 


Numéro de té/éphone du signataire 


Area- Région 


| 


tess] 


, N° 


Ext.-Poste 


1 1 a | 


= = i A 1 
22 | am aware that it is an oifence to make false entries and hereby certify that all statements on this form are true, 
Mi Je reconnais que toute fausse déclaration constitue une infraction et j'atteste, par les présentes, que toutes les 


déclarations faites sur ce formulaire sont véridiques 


Guide, para. 16 


Signature of issuer 
Signature 


23. 


Name of issuer - please print 


Nom du signataire (en lettres 


moulées) 


; | Ds] 


Mm | Y-Al 


Date of issue - Date de délivrance > | | 
' 


Disponible, frangais premier (EMP 2106 FI 


L'EMPLOYE, PARTIE UN-NE PAS DETACHER DE LA PARTIE DEUX PART 4 
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Special note 

If this worker’s total commissions 
for 1987, in the 8 week period, were 
less than $848 (8 x $106), the 
worker’s earnings would be less 
than the minimum weekly in- 
surable earnings of $106 (1987). 
The worker would not be in in- 
surable employment for any one 
week in the 8 week period unless 
the worker or the employer could 
substantiate the employee worked 
15 hours or more in any one calen- 
dar week. If this is the case, each 
calendar week the employee work- 
ed at least 15 hours would be a 
week of insurable employment. An 
adjustment would be made to the 
employer’s and the employee’s UI 
premiums accordingly. You should 
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contact your local RCT District Office 
if you are uncertain as to whether the 
worker was in insurable employment 
for all or any of the weeks employed. 


Commissions paid after termination of 
employment 

The final payment of commissions may 
be paid after the initial Record of 
Employment was issued. These commis- 
sions must be added to the gross earnings 
of the last year of employment and the 
insurable earnings calculated again. As 
the amended insurable earnings will be 
greater than the insurable earnings 
reported on the initial ROE (except when 
the insurable earnings were already at 
maximum of $530), an amended Record 
of Employment must be issued. This 
amended ROE must be completed in its 


The following chart will help you determine weeks of insurable employ- 
‘ment and insurable earnings: 


Earnings calculated on a yearly basis _ : 


Was the employee under a contract of service for the entire calendar year? 


| Yes 


entirety and distributed according to the 

instructions in paragraph 14. 

6 annual contracts 
where services are 

not performed for the entire 


52 weeks (e.g. teachers and 
professional athletes) 


Workers employed under annual con- 
tracts where services are not performed 
for the entire 52 weeks may be paid 10 
or 22 times a year. These workers may in- 
clude full-time teachers, professional 
athletes and marine captains and chief 
engineers for inland waters, to name a 
few. 

The following chart provides the 
minimum hours, the minimum and maxi- 
mum insurable earnings and the 
equivalent weeks of insurable employ- 
ment by pay period for those paid 10 or 
22 times a year. 


Employed under 


Earnings 


No 


Pay periods 


Did the employee earn 


Did the employee’s earnings 


1987 L $ 


minimum maximum 
or earnings from $ 


equivalent 
weeks 


average at least $106 for each 10. _ | 651.20 
calendar week of the contract of 99  ~| «250.54 
service excluding any weeks the 

employee was on a leave of 
absence without pay? < 
aed Pay periods 


ea. 
Yes No ae No Yes 1986 . 
| I 10 
Did the employee work for 15 hours or more in : 22 
any of these calendar weeks? 


at least $5,512 
($106 x 52 weeks) and 
not take a leave of absence 
for any full calendar week 
without pay? 


78 hours 2,756.00 
35 hours 1,252.72 


9.2 
2.36 — 


equivalent 
weeks | 


2,574.00 5.2 
1,170.00 2.36 


minimum maximum 


or earnings from 
78 hours _ 
35 hours | 


1p 


Yes No 


These pay periods can only be used if 
the employee remains in an ‘‘employed’’ 
status under the contract for the full 52 
| week period. If the employee quits or 


Each calendar week is 
insurable at the weekly average 
up to a maximum of $530. 


Each week where it 
can be substantiated 


that 15 or more hours e no weeks of insurable k \ fab ith 4 
were worked, would be employment takes a leave of absence without pay prior 
a week of insurable ¢ no insurable earnings to the end of the contract year, the 


employment. Contact 
your RCT District 
Office for a ruling 
if you are uncertain 
about the insurability 
of these weeks. 


for the year employer must recalculate the weeks of 
insurable employment and insurable earn- 
ings on a calendar week basis. (Refer to 
paragraph 69 — except for teachers, refer 
to paragraph 70.) 

Normally, a worker under a 52 week 
contract has no layoff or separation for 


e 52 weeks of insurable 
employment 

e insurable earnings at the 
weekly average up to a 
maximum of $530 
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the duration of the contract and is paid 
for the full duration of the contract. 
Where this is the case, a Record of 
Employment should not be issued at any 
time during the period covered by the 
contract unless it is requested by the 
Commission. 

However, if the contract is not renew- 
ed, the Record of Employment must be 
issued and is to be completed as follows: 


Item 9 — 

First day worked 

This will be the starting date of the 
contract. 


Item 10 — 

Last day worked 

This will be the last day the employee 
performed services. 


Item 11 — 
Ul premiums payable up to 
This will be the last day of the contract. 


Item 19 — 

Pay period type 

This will be ‘‘10 pay periods”’ or ‘‘22 pay 
periods’’. 


Item 19 — 
Final pay period ending date 
This will be the date of the last payment. 


6 item 20: 
annual contracts 
paid 10 or 22 times 
a year 


If the employee is paid 10 times per year, 
one payment is equivalent to 5.2 weeks 
(52 + 10 = 5.2). Item 20 is to be com- 
pleted showing 3 entries at 5.2 weeks per 
entry and | entry at 4.4 weeks. 
Remember, the maximum insurable earn- 
ings for 5.2 weeks is $2,756 (5.2 x $530 
= $2,756). To obtain the insurable earn- 
ings for the last entry which represents 
only 4.4 weeks, calculate 85 per cent of 
the insurable earnings of the 4th last pay 
period. For example, an employee receiv- 
ed $2,000 per pay period. Item 20 would 
show 3 entries at $2,000 and 5.2 p.p. 
exception weeks each and | entry at 


$1,700 and 4.4 p.p. exception weeks (85 
per cent x $2,000 = $1,700). 

If the employee is paid 22 times per 
year, one payment is equivalent to 2.36 
weeks (52 + 22 =2.36). Item 20 is 
to be completed showing 8 entries at 
2.36 weeks per entry and 1 entry at 
1.12 weeks. Remember, the maximum 
insurable earnings for 2.36 weeks is 
$19252:721236 565530.00 191525292). 
To obtain the insurable earnings for the 
last entry which represents 1.12 weeks, 
calculate 47 per cent of the insurable 
earnings of the 9th last pay period. For 
example, an employee received $1,000 per 
pay period. Item 20 would show 8 entries 
at $1,000 and 2.36 p.p. exception weeks 
each and 1 entry at $470 and 1.12 p.p. 
exception weeks (47 per cent x $1,000 = 
$470). 


6 Interruption of 
earnings during an 
annual contract 
when paid 10 or 22 
times a year 


If an employee quits or takes a leave of 
absence without pay prior to the end of 
the contract year, the employer must 
recalculate the weeks of insurable employ- 
ment and insurable earnings on a calen- 
dar week basis by determining the number 
of weeks ‘‘employed’’ during the contract 
year. A recalculation is required as the 
employee will not be ‘‘employed’’ for 52 
weeks and thus will not have 52 weeks of 
insurable employment. 

The employer must determine the 
number of calendar weeks employed from 
the starting date of the contract to the 
date of the interruption of earnings. If the 
employee is receiving paid sick or mater- 
nity leave payments, the interruption of 
earnings will not occur until these 
payments fall below 60 per cent of the 
normal weekly insurable earnings. The 
employer will then divide the earnings 
received by the number of weeks 
‘“‘employed’’ to obtain the weekly in- 
surable earnings. 

If the employee worked for you during 
the previous contract year, the Record of 
Employment will contain data from the 


previous contract year as the ROE must 
cover the last 52 weeks. 

The Record of Employment is to be 
completed as follows: 


Item 9 — 

First day worked 

This will be the starting date of the con- 
tract. If the employee worked for you 
during the previous contract year, it will 
be the starting date of the previous 
contract. 


Item 10 — 

Last day worked 

This will be the last day the employee per- 
formed services. 


Item 11 — 

Ul premiums payable up to 

This will normally be the date of the in- 
terruption of earnings. Please refer to 
paragraph 30. 


Item 14 — 

Comments 

If the Record of Employment includes a 
period from the previous contract year, 
indicate the previous pay period type (e.g. 
“‘10 pay periods’’) and the previous 
contract ending date. 


Item 19 — 
Pay period type 
Show ‘‘weekly”’ 


Item 19 — 

Final pay period ending date 

Show the Saturday of the week in which 
the interruption of earnings occured. 


Item 20 — 

Insurable earnings by pay period 

As the weekly insurable earnings are the: 
same for the period covered by the last: 
contract, just write the amount in the first’ 
and last entry covering the period and 
draw a line through the blocks in 
between. If the last 20 weeks cover a: 
period from the previous contract year, 
enter the required p.p. exception weeks. 
and the corresponding insurable earnings | 
for a total of 20 weeks. The 20th week 
may not coincide with the end of a com- 
plete pay period. To determine the 
insurable earnings for the 20th week (the 
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last entry), calculate the portion of the 
insurable earnings in the pay period in 
which the 20th week falls. 

For example, an employee was 
employed only 18 weeks during the last 
contract year. In the previous contract 
year the employee was paid 10 times a 
year with each pay period equal to 5.2 
weeks. As 2 weeks of insurable earnings 
are to be shown in the last entry, calculate 
the insurable earnings as follows: (2 weeks 
+ 5.2 weeks) X insurable earnings of the 
pay period represented by the 5.2 weeks. 

The last entry will show p.p. exception 
weeks as 2. 

The formula to use for the 20th week, 
whether the 20th week is to be obtained 
from a 10 pay period or a 22 pay period 
is as follows: 


# of weeks required Xinsurable earnings 
# of weeks represented Of that pay period 
by the pay period 


/ Interruption of 

) earnings during 
annual contract: 
Teachers 


The following are general statements only 
due to the variety of contracts for teachers 
(i.e. weekly, monthly). If you are uncer- 
tain about the weeks of insurable employ- 
ment or insurable earnings, please con- 
tact your District Taxation Office. 


When a teacher in one of these provinces 
has an interruption of earnings due to the 
termination of the contract or the grant- 
ing of unpaid leave during the teaching 
period, the total weeks of insurable 
employment is based on the earnings 
received as a proportion of the annual 
Salary. 


Instructions for special groups of workers 33 


Earnings from start of 
contract to interruption 


of earnings weeks of 
X 52 = insurable 
total annual salary employment 


For example, a teacher’s annual salary is 
$24,950. The teacher stops work 
December 31 and has been paid $10,080. 
The number of weeks of insurable 
employment are calculated like this: 


$10,080 X 52 = 21 weeks of insurable 
$24,950 employment (if the 
number of insurable 
weeks is a fraction, i.e. 
21-1/3, then it should be 
rounded up to the next 
whole number — 22). 


To calculate the weekly insurable ear- 
nings, divide the salary received by the 
number of weeks of insurable employ- 
ment calculated according to the formula 
noted above. 


When a teacher quits, is laid off, is 
dismissed or takes an unpaid leave of 
absence during the teaching period, the 
weeks of insurable employment will be 
the number of full and partial calendar 
weeks between the starting date of the 
contract and the date the contract is ter- 
minated or the teacher commences unpaid 
leave. 

If the contract is terminated or the 
teacher asks for an ROE for maternity or 
adoption during the non-teaching period, 
the weeks of insurable employment will 
be the number of full and partial calen- 
dar weeks between the starting date of the 
contract and the date the contract is ter- 
minated or the date the leave of absence 
commences. 


If a teacher quits, is laid off, is dismissed 
or takes an unpaid leave of absence dur- 
ing the teaching period, the weeks of 


insurable employment will be the number 
of full and partial calendar weeks between 
the starting date of the contract and the 
date the contract is terminated or the 
teacher commences unpaid leave. 

If the contract is terminated or the 
teacher asks for an ROE due to maternity 
or adoption leave during the non-teaching 
period in July, and he/she has taught the 
full period, the weeks of insurable 
employment will be the number of full 
and partial calendar weeks between the 
starting date of the contract and the date 
the contract terminated or the date the 
leave of absence commences. 

When a teacher asks for an ROE due 
to maternity or adoption leave during the 
non-teaching period in August, and has 
not yet taught during the current contract, 
report only the weeks of insurable 
employment up to July 31. 


Completing the Record 
of Employment 


The Record of Employment is to be 
completed as follows whether the inter- 
ruption of earnings occurs during or at 
the end of the contract year: 


Item 9 — 

First day worked 

This will be the starting date of the con- 
tract. If the teacher was employed during 
the previous contract year, it will be the 
starting date of the previous contract. 


Item 10 — 

Last day worked 

This will be the last day the teacher 
taught. 


Item 11 — 

Ul premiums payable up to 

This will be the date the contract was ter- 
minated or the date the leave without pay 
commenced, whichever is applicable. 


Item 14 — 

Comments 

If the Record of Employment includes a 
period of the previous contract year, in- 
dicate the previous pay period type (e.g. 
“10 pay periods’’) and the previous 
contract ending date. 
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Ajouter a la remuneration 
de la derniére période de 
paye de l’emploi assurable 
jusqu’a concurrence du 

maximum assurable pour 
cette période 


Répartir sur la période 
de paye ou tombe le 
jour férié 


Répartir sur la période 
de paye ou tombe le 
jour férieé 


Jour férié tombant avant la cessation d’emploi 


Ajouter a la remuneration 
de la derniére période de 
paye de |l’emploi 
assurable jusqu’a 
concurrence du maximum 
assurable pour cette 

période 


Répartir sur la période Soumettre le cas a RC,| 
de paye au cours de 
laquelle la somme 


est versee 


Jour férié tombant aprés la cessation d’emploi. 


Ajouter a la remune- 
ration de la derniére 
période de paye de 
l'emploi assurable 
jusqu’a Concurrence 
du maximum assurable 
pour cette période 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versee 


Salaire tenant lieu de préavis 
Heures supplémentaires accumulees 
Crédits accumulés de congé 
de maladie 
Participation aux bénéfices — Primes 
Sentence arbitrale (prime a Initiative 
ou brevet) 
Somme versée en reconnaissance 
de longs états de service ou pour 
perte de |l’emploi 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versee 


Répartir sur la période 
de paye a l’égard de 
laquelle la somme 
est verseée 


Répartir sur la période 
de paye a l’égard de 
laquelle la somme 
est versee 


Répartir sur la période 

de paye a l’égard de 
laquelle la somme 
est versée 


Sommes versées au titre d’un renvoi 
ayant fait l'objet d’une contestation 
et d’une ordonnance de retour au 

travail (sans avis a l’employe) 


Augmentation rétroactive de salaire Non assurable Non assurable Non assurable 


Prestations supplémentaires de 
chémage approuvées par la CEIC 
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Tableau de détermination de la rémunération assurable 


Versée durant une 
mise a pied 


Versée avant la 
cessation d’emploi 
(inclut les sommes 
versées au cours de la 
semaine de cessation 
d’emploi ou au moment 
de la cessation 
d’emploi avec le dernier 
cheque de paye) 


Genre de rémunération 


Versée aprés la 
cessation d’emploi 


Salaire ou rémunération 

Commissions ou primes 

Congé de maladie payé par |’employeur 

Autre congé payé par l’employeur 

Complément d’indemnité d’assurance- 
salaire versé par l’employeur 

Prime de poste 

Heures supplémentaires (non accumulées) 

Rémuneération payée en retard 


Répartir sur la période 
de paye pour laquelle 
la somme est versée 


Répartir sur la période 
de paye pour laquelle 
la somme est versée 


Soumettre le cas a RC,| 


Paye de vacances — l’employé 
prend le congé 


Répartir sur la période 
de paye pour laquelle 
la somme est versée 


Répartir sur la période Non assurable 
de paye au cours de 
laquelle la somme 


est versée 


Paye de vacances — l’employé 
ne prend pas le congé 


he 


epartir sur la période 
de paye pour laquelle 
la somme est versée 


Ajouter a la rémunération 
de la derniére période 
de paye de |’emploi 


assurable jusqu’a 
concurrence du maximum 
assurable pour 

cette période 


Ajouter a la reémunération 
de la derniére période 
de paye de |’emploi 
assurable jusqu’a 
concurrence du maximum 
assurable pour cette 


Répartir sur la période Sans objet 
de paye au cours de 


laquelle la somme 


a 


Paye de vacances — versée a l’employé 
avec chaque cheque de paye 
ou versée dans un fonds en fiducie 


Pee 


période 


Sans objet 
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Employment and Emploi et 
Immigration Canada Immigration Canada 


Unemployment Insurance 


Employer guide 


How to complete the 
Record of 
Employment 


Important facts 
to Know when an 
employee 

stops working 


1988 


Canadit 


The Record of Employment 


This guide gives you 
step-by-step help in 
completing the Record of 
Employment correctly. 


This guide has four parts and applies only to the Record 
of Employment (form EMP 2106). 


Part 1 contains general information about the Record of 
Employment and insurable employment and in- 
dicates when to complete the Record of 
Employment. 


Part 2 has instructions on how to complete each item on 
the Record of Employment form. 


Part 3 gives detailed information on completing Item 20 
(insurable earnings by pay period) for the more 
common pay periods. 


© Minister of Supply and Services Canada 1987 
Cat. No. LU2-79/1987 rev. 
ISBN 0-662-55566-X 


PN.327/1/88 


Part 4 gives instructions for special groups of workers. 


Before you start, see the next page for 


What’s new in 1988, common errors to avoid 
and common questions often asked. 


This guide will help you complete a Record of Employ- 
ment (ROE) no matter what kind of pay period you use. 
If you require further information, ROE specialists are 
available to answer your questions. Your local Canada 
Employment Centre (CEC) can provide you with the 
telephone number of the ROE specialist serving your 
area. It may be possible to arrange for a personal visit 
to your premises or for your participation in a group ROE 
seminar. 

If you have questions regarding the insurability of 
employment or unemployment insurance premium deduc- 
tions, please refer to the Canada Pension Plan Contribu- 
tion and Unemployment Insurance Premium Tables or 
the Unemployment Insurance Premium Tables (for 
Québec employers) published by Revenue Canada, Taxa- 
tion, or contact your District Taxation Office. 


This guide was prepared in co-operation with Revenue Canada, 
Taxation. 


The Record of Employment 
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What’s new in 1988 


Common errors 
to avoid 


Here we list the most common problems 
people have in completing the ROE and 
show you the solutions. 


gw The minimum and maximum insurable 
earnings have changed for 1988 (see 
paragraph 52). 


w A new version of the Record of 
Employment (Emp 2106) is now 
available. Older editions of this form 
are still fully acceptable and should be 
used prior to reordering new forms. 


Problem: 


m The placement of the items on the 
Record of Employment remains un- 
changed to ensure computerized 
payrolls do not have to change their 
current systems to accept the new 
form. 


m The changes were made to make the 
Record of Employment easier to fill 
out and more compatible with other 
Unemployment Insurance forms. 


Solution: 


m Mistakenly counting pay weeks for 
which premiums were not paid or 
payable as weeks of insurable 
employment. 


w Count only weeks that meet the 
minimum insurability requirements. Be 
especially careful when dealing with 
partial pay periods (see paragraphs 4, 
Bi) 


w Reporting earnings that are less than 
the minimum or more than the maxi- 
mum insurable earnings. 


w Do not report earnings below the 
minimum insurable earnings level 
unless the employee worked the 
minimum hours (if this is the case, 
record the hourly rate of pay in Item 
14 ‘‘Comments’’). If earnings are 
above the maximum level do not show 
the actual earnings, but record only to 
the maximum level for your pay period 
type (see paragraphs 51, 52, 5)3))). 


w Difficulty in finding the insurable earn- 
ings for the 20th week, when the 
employee has more than 20 weeks of 
insurable employment and is paid on 
a semi-monthly or monthly basis. 


mw Calculate the correct amount of 
insurable earnings by following the 
instructions in paragraphs 58 and 61. 


w Incorrectly identifying weeks or part 
weeks of insurable employment in the 
pay period exceptions column. 


gw If the employment was not insurable 
for the full pay period, enter the 
number of weeks or part weeks that 
were insurable in the pay period (seé 
paragraphs 43, 55, 57, 58, 60 and 61). 


The Record of Employment 


Common questions 
often asked 


Question: 


Answer: 


@ Do I determine the insurability of 
employment in accordance with the 
1987 or 1988 minimum and maximum 
requirements when the monies were 
earned in 1987 but were paid in 1988? 


@ The determination of insurability will 
be in accordance with the 1988 
minimum and maximum requirements. 
However, if the employee did not work 
15 hours and the earnings were less 
than $113 per week, determine whether 
the monies meet the insurability re- 
quirement of $106 in 1987. 


@ How do I obtain a supply of Record 
of Employment forms? 


M@ Please see paragraph 14. 


@ How do I correctly distribute Record 
of Employment copies? 


@ Please see paragraph 14. 


@ What should I do with void or can- 
celled Record of Employment forms? 


@ Destroy the form by hand or machine 
shredding. Make a note of serial 
number(s) of the form(s) destroyed and 
retain with your payroll records. 


@ Can I change my pay period type, for 
example, from bi-weekly to semi- 
monthly, without affecting the entries 
in Items 12 and 20? 


@ The type of pay period used is entirely 
at the discretion of the employer. If an 
ROE covers two types of pay periods, 
the number of weeks of insurable 
employment and the amount of in- 
surable earnings must be recorded in 
the same manner used for deducting UI 
premiums. If assistance is required to 
complete the ROE, please contact your 
local CEC or the ROE specialist serv- 
ing your area. (See paragraph 42.) 


& Does the employee require the Record 
of Employment to apply for 
Unemployment Insurance benefits? 


m& An employee may apply for UI 


benefits without the Record of 
Employment, but processing of the 
employee’s claim will be delayed until 
the ROE is received. 


@ What should I do if monies are paid 


to an individual after termination of 
employment but were not reported on 
the ROE? 


@ Contact your local CEC or the ROE 


specialist serving your area. Another 
ROE may be required. 
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1 The Record of 
Employment 


The Record of Employment (ROE) is the 
single most important document in the 
Unemployment Insurance (UI) program. 
The Canada Employment and Immigra- 
tion Commission (CEIC) uses the infor- 
mation you record on this form to decide 
if a person qualifies for UI benefits, what 
the benefit rate should be and for how 
long the person may be eligible for these 
benefits. 

When you complete the ROE correct- 
ly, you help to ensure that we pay benefits 
only to people who are eligible. You also 
help the CEIC to detect fraud and abuse 
of the UI program. Each ROE has a 
potential value of $16 950. Accurate com- 
pletion of the ROE ensures that claimants 
receive the correct amount of benefits and 
reduces the number of follow-up calls to 
employers by CEC staff. 

As an employer, you must by law issue 
an ROE to every employee working in in- 
surable employment who has an interrup- 
tion of earnings. You must issue it within 
five calendar days of the interruption or 
the day you become aware of it, 
whichever is later. To help issue an ROE 
in time, an employer may, if necessary, 
estimate earnings in an employee’s final 
pay period. If an estimate is reported, in- 
clude the term ‘‘est’’ beside the amount 
(see paragraph 44). An ROE must not be 
issued unless there has been an interrup- 
tion of earnings or it is requested by the 
Commission. 


2? What is an 
interruption of 
earnings? 


An interruption of earnings occurs when 
one of two things happens. 


(1) Following a period of employment 

there is a layoff or separation from 
that employment and a period of seven 
consecutive days when an employee per- 
forms no work and has no earnings from 
the employer (remuneration for a 
statutory holiday which occurs after the 
last day worked and old age, military and 


employment pensions are not considered 
as earnings for the purpose of determin- 
ing if there is an interruption of earnings). 


(2) When insured persons stop working 
because of illness, injury, quarantine, 
pregnancy or adoption and their weekly 
earnings (for example, paid sick leave) fall 
below 60 per cent of the normal weekly 
insurable earnings from that employment. 
(Wage-loss indemnity payments, whether 
insurable or not, are not considered earn- 
ings for the purpose of determining if 
there is an interruption of earnings.) 


3 What is insurable 
employment? 


Revenue Canada, Taxation (RCT) 
decides if employment is insurable. In the 
next few paragraphs you will find general 
guidelines on insurable employment, 
insurable earnings and what a week of 
insurable employment is. For details, 
obtain a copy of the current RCT publica- 
tion Canada Pension Plan Contribution 
and Unemployment Insurance Premium 
Tables. For Québec employers, the 
publication is called Unemployment 
Insurance Premium Tables. 


insurable employment 

Generally, most people working under a 
contract of service — that is, an 
employer-employee relationship — work 
in insurable employment. A contract of 
service usually exists when the employer 
has the right to control what work the 
employee does and how it will be done. 

Certain types of employment are not 
covered, even though there is an 
employer- employee relationship. This in- 
cludes employees who are age 65 or over, 
the spouse of the employer and those who 
earn an amount in cash which is less than 
the minimum weekly insurable earnings 
and are employed less than 15 hours a 
week. The RCT publication gives you all 
the exceptions. 

Barbers, hairdressers, taxi and 
passenger vehicle operators and 
fishermen/women can be included in 
insurable employment, even though they 
may not be working under a contract of 
service. RCT has separate publications 


explaining coverage and insurable 
earnings for these workers. Ask RCT for 
a copy of the publication you need: 


@ Fishermen and Unemployment 
Insurance 


@ Information for Taxi and Passenger 
Vehicle Operators — Unemployment 
Insurance Coverage 


@ Information for Barbers and 
Hairdressers — Unemployment 
Insurance Coverage 


4 Minimum insurability 


in 1988 
An individual — paid on a weekly basis 
by the same employer — who either 


receives an amount in cash that is equal 
to 20 per cent of the maximum weekly in- 
surable earnings ($113 in 1988) or works 
15 hours in a week, is in insurable 
employment. 

In 1988, the minimum and maximum 
insurable earnings by pay period are as 
follows: 


Earnings in 1988 
minimum 


earnings 
or 4 


Pay period 


weekly 


bi-weekly 


65 hours 
60 hours 


Note: To be insurable in 1988 or 1987, an 
employee needs to meet only 0. 
of the minimum requirements. — 


The minimum insurable earnings (20 
per cent of $565) is $113. So, a person 
who earns either $113 a week or works 
15 hours a week in 1988 will be in in- 
surable employment. 

Those paid on a bi-weekly or on 
another multiple of a week basis may 
sometimes earn less than 20 per cent of 
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the maximum earnings or work less than 
15 hours in one pay week* of the pay 
period. But as long as they had some ear- 
nings or worked in each pay week of the 
pay period and the total earnings or hours 
were at or above the minimum required, 

the employment during the entire pay 
period would be insurable. 

For example: In a bi-weekly pay 
period, a person earned $75 in one week 
and $175 the next — for a total of $250. 

The earnings for both weeks would be 
insurable because the minimum insurable 
earnings for a bi-weekly pay period ($226 
‘in 1988) were met. 

_ Another example: If a person worked 
10 hours in one week and 20 hours the 
‘next, earnings for both weeks in the bi- 
weekly pay period would be insurable, up 
to the maximum, because the minimum 
hourly requirements (30 for a bi-weekly 
‘pay period) had been met. 

_ For those paid on a semi-monthly or 
| monthly basis, the entire pay period 
would be insurable as long as the worker 
had some earnings or worked in each 
calendar week and part week of the pay 
| period and the total earnings or hours 
| were at or above the minimum required. 
In 1987, the minimum and maximum 
insurable earnings were: 


15 hours 


* A pay week is a period of seven consecutive 
days or any one of two or more such con- 
| Secutive periods, the last of which ends on 
| the employer’s payroll ending date. This 
definition makes it possible to apply the rules 
_ on minimum insurability uniformly to all pay 
Periods that are multiples of a week, whether 
or not the pay week is a calendar week. 


S oF trom . 
530.00 / 
1060.00 | 
1148.33 | 
2296.66 | 
2120.00 | 


5 How insurable 
earnings are 
determined and how 
they are allocated 


Instructions on the determination and 
allocation of insurable earnings are con- 
tained in RCT’s publications Canada 
Pension Plan Contribution and 
Unemployment Insurance Premium 
Tables and Unemployment Insurance 
Premium Tables for Québec employers. 

The chart on the next page provides 
general guidance and may be used for 
reference, but you should direct specific 
questions to the District Taxation Office. 

In the following chart, 

cessation is defined as the complete 
severance of the contract of employment 
between the employee and the employer. 

Layoff is defined as occurring when 
the employer/employee relationship con- 
tinues to exist although no work is 
performed and the employee is not on a 
period of leave without pay, maternity 
leave, adoption leave, sick leave without 
pay, etc. 

Allocate to the pay period for which it 
is paid refers to the pay period during 
which the work was performed or to the 
pay period for which the monies are being 
paid. 

Last pay period of insurable employ- 
ment means the last pay period that met 
the minimum insurability requirements 
without the inclusion of these monies. 

Retroactive pay increase in salary or 
wages is not to be included in determin- 
ing the insurable earnings. However, 
payments in arrears are to be included as 
insurable earnings for the period of time 
for which they are paid. For example, a 
collective agreement terminates on June 
1, 1988 and the new agreement is not sign- 
ed until June 29, 1988. Under the old 
agreement, an employee received $400 per 
week. Under the new agreement, the 
employee is entitled to $450 per week. On 
July 15, 1988, an employee is paid $300, 
of which $200 is for the period June 1 to 
June 29 (retroactive salary increase) and 
$100 is for the period June 30 to July 15 
(payment in arrears). The $200 retroactive 
increase in salary is not to be included in 


the insurable earnings. The $100 payment 
in arrears will increase the insurable ear- 
nings for the period June 30 to July 15 
from $800 to $900. 
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6 When should 
the Record 
of Employment 
be issued? 


These examples will help you decide when 
to issue the ROE. 


Layoff or dismissal by the employer 
If the employer causes the interruption of 
earnings, the ROE must be issued within 
five calendar days of the last day worked 
or the last date to which UI premiums 
were payable, whichever is later. 


Employee quits 

If the employee causes the interruption of 
earnings, the ROE must be issued within 
five calendar days of the last day worked 
or within five calendar days after the 
employer learns of the interruption of 
earnings, whichever is later. 


Leave without pay 

If an employee takes leave without pay 
for seven consecutive days or more, an 
ROE must be issued within five calendar 
days of the last day worked or the last 
date when UI premiums were payable, 
whichever is later. 


Deferred salary leave 

Employees on deferred salary leave do 
not experience an interruption of earn- 
ings. Consequently, Records of Employ- 
ment are not to be issued. 

Such arrangements for deferred salary 
leave as ‘‘4/5’’ plans must be approved 
by RCT in view of possible tax 
implications. Any questions related to this 
subject matter should be referred to the 
District Taxation Office serving your 
area. 


Change in company ownership 

If an employee continues to work without 
interruption following a change in owner- 
ship of a business, an ROE must be issued 
within the five calendar day time limit if 
it is requested by the employee or the 
Commission or if the payroll records 
(covering the employment period prior to 
the change in company ownership) are 
not being retained by the new company. 


If the payroll records are maintained 
and the new employer agrees to issue 
ROEs for all employees covering the 52 
week period prior to any other interrup- 
tion of earnings which may occur, an 
ROE need not be issued at this time 
(unless it is requested by the employee or 
the Commission). 

If an ROE is issued at the time of a 
change in ownership, the last day work- 
ed (Item 10) would be the last date work 
was performed for the original employer. 
Item 14 ‘‘Comments’’ should contain a 
notation ‘‘Change in ownership, continu- 
ing to work with new company’’. 

When the new business issues an ROE 
for an employee who continued working 
following a change in ownership, only 
one ROE is required. The first day work- 
ed, Item 9, should show the date the per- 
son started work for the original company 
(or returned to work if an ROE had been 
issued previously) and the last day work- 
ed, Item 10, should show the last day 
work was performed for the new com- 
pany. If the ROE is issued within 52 
weeks of a change in ownership, Item 14 
‘<Comments’’ should contain a notation 
indicating a change in company owner- 
ship and the effective date. 


Te lliness, injury or 
quarantine 


If the employee will not be receiving any 
paid sick leave, the ROE must be issued 
within five calendar days of the employer 
learning that there has been an interrup- 
tion of earnings. 

Many employees are covered by plans 
which pay income when they cannot work 
because of illness, injury or quarantine. 
For UI, these plans fall into two basic 
types: paid sick leave which includes those 
called sick pay or union sick pay; or wage- 
loss indemnity which includes plans 
referred to as weekly indemnity 
insurance, disability insurance or salary 
continuation insurance. 


The following two paragraphs (8 and 9) 
provide general guidance. If you are un- 
sure of the insurability of your plan, 
please contact your District Taxation 
Office. 


8 Paid sick leave 


These payments are insurable earnings. 
They are generally paid by the employer 
at the employee’s full rate of pay using 
credits earned while performing services. 
If the employee is getting paid sick leave 
at a rate of 60 per cent or more of his or 
her normal weekly insurable earnings, an 
interruption of earnings does not occur. 
An ROE must not be issued. 

There is an interruption of earnings 
when the sick leave pay falls below 60 per 
cent of the normal weekly insurable ear- 
nings. The ROE must be issued within 
five calendar days from the date the paid 
sick leave falls below 60 percent of the 
normal weekly insurable earnings. 

When the paid sick leave is payable 
after the date shown in Item 10 (last day 
worked), you will have to make an entry 
in Item 13. (Please refer to paragraph 32.) 


O Wage-loss indemnity 


This type of group insurance consists of — 
self-insured plans or third party plans. 
Payments received under either plan do 
not prevent an interruption of earnings. 


Self-insured plans 
This is a type of group insurance whereby 
income is provided for employees by the 
employer if an employee suffers a loss of 
employment due to illness, maternity, 
adoption or accident. Payments from 
such plans are insurable (subject to 
minimum insurable earnings) but do not © 
prevent an interruption of earnings for 
benefit purposes. Therefore, the ROE 
must be issued within five calendar days — 
of the last day of work or within five 
calendar days after the employer learns 
of the interruption of earnings, whichever — 
is later. 
Since wage loss insurance will be 
payable after the date shown in Item 10 
(last day worked) you will have to make 
an entry in Item 13 (please refer to 
paragraph 32). A second ROE will be re- 
quired if the employee does not return to_ 
work. 
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Third party plans 

This is a type of group insurance whereby 
disability income is provided for 
employees through a third party (i.e. an 
insurance company) as a result of a con- 
tract negotiated with an insurance com- 
pany. As a general rule, payments from 
such plans are not insurable. 

You must issue an ROE either within 
five calendar days of the last day of work 
or on the date to which UI premiums were 
payable, whichever is later. 

Since wage-loss insurance will be 
payable after the date shown in Item 10 
(last day worked), you will have to make 
an entry on the ROE when you get to 
Item 13 (please refer to paragraph 32). 


10 Workers aged 65 


UI coverage ends for employees at the 
beginning of the month following their 
65th birthday. If the employee continues 
to work, the ROE must be issued within 
five calendar days of the last day of the 
month of the birthday. 

_ If the employee’s last day of work is 
defore the end of the month he or she 
surned 65, the ROE must be issued within 
‘ive calendar days of the last day of work. 
_ When you issue ROEs to people age 65, 
2ven though they may continue working, 
please advise them to file a UI claim at 
heir nearest CEC since they may be eligi- 
dle for a special severance benefit from 
JI. 


1 Part-time or 
temporary workers 


/ome part-time or temporary employees 
nay work intermittent periods, so an in- 
Truption of earnings may occur fre- 
juently. For example: employees may 
/ork on a regular basis every other week, 
few days a month or on an on-call basis. 
‘or these employees who work on a 
poradic basis throughout the year and 
Pe frequent interruptions of earnings, 
n ROE need not be issued each time 
os is an interruption of earnings. 
lowever, employers must be able to pro- 
ide a list of the weeks of insurable 


employment and the insurable earnings 
by pay period if the Commission asks for 
it. In addition, an ROE must be issued 
within the five calendar day time limit 
when: 


™@ the employee is no longer on the 
employer’s supply list; 


& the employee did not work for a period 
of 30 days; 


@ it is requested by the Commission; or 


B it is requested by the employee and an 
interruption of earnings occurred in the 
last 52 weeks or since the last ROE was 
issued, whichever is later. 


Note: Reduced hours during a 

work week does not create 
an interruption of earnings (see 
paragraph 2). 


1 D1 Mass layoffs 


During a mass layoff (or as a result of a 
labour dispute) you may find it difficult 
to issue ROEs within the five calendar day 
time limit. If so, contact your local CEC 
or the ROE specialist serving your area 
who can make special arrangements to 
help you. Eventually, an ROE will have 
to be issued for each employee who had 
an interruption of earnings. 


1 Specific groups 
of workers 


Special rules apply to workers in certain 
occupations, such as commissioned 
salespersons or teachers. These rules may 
affect how you complete certain items on 
the ROE. 


Commissioned salespersons 

The earnings of commissioned salesper- 
sons are generally calculated on an annual 
basis. This affects how you complete the 
ROE. Details are found in paragraphs 64, 
65 and 66. Contact your District Taxa- 
tion Office for further details regarding 
commissioned salespersons if questions 
arise. 
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Teachers 

Full-time teachers are normally employed 
under 52-week contracts of service. These 
contracts of service include a period when 
the person does not teach. 

This will affect how you complete the 
ROE. Details are found in paragraphs 67 
and 70. Contact your District Taxation 
Office directly for special rules regarding 
teachers. 


Note: There are also special rules 

for lumbering, logging and 
railway workers, taxi and passenger 
vehicle operators, barbers and hair- 
dressers and workers hired through 
placement or employment agencies. 
The RCT publications covering taxi 
and passenger vehicle operators 
and barbers and hair dressers are 
available at your District Taxation 


Office. 
distribute Records of 


14% 
Employment 


You can order blank ROEs by mail, 
telephone or in person from your CEC. 
The Commission will need to know your 
RCT employer account number, the 
registered name of your firm and your ad- 
dress. If someone from your firm is pick- 
ing up the forms, the person will be 
asked to show some identification and 
sign the requisition form. You should 
keep a list of the serial numbers of the 
blank forms. If any forms are lost or 
stolen, tell the Commission at once, 
giving the serial numbers. 

ROEs are valuable documents. The 
supply of these forms to employers is con- 
trolled by the Commission. The serial 
numbers of ROEs issued to each 
employer are recorded by the CEIC. 

Accounting firms who issue ROEs for 
other businesses can obtain blank ROEs 
using their own RCT number. This 
number should be recorded in Item 16 of 
the ROE (please refer to paragraph 36). 
Many small businesses have their payroll 
kept by private self-employed book- 
keepers who don’t have an RCT number. 


How to get and 
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In these cases, to order a supply of ROEs, 
bookkeepers must give the Commission 
one of the RCT numbers of a business for 
which they issue ROEs. This number 
should be recorded in Item 16 of the 
Record of Employment (please refer to 
paragraph 36). 


Distribution of the ROE 
When all items on the ROE have been 
completed: 


@ Separate the copies 
Separate the copies carefully by remov- 
ing the right-hand edge first. This will 
release the carbon sheets. The copies 
may then be easily separated by remov- 
ing the left-hand edge. Do not attempt 
to separate the first two copies. 


@ Employees’ copies 

Give or send the first two copies to 
the employee. They are marked 
Employee’s copy — Part 1 (white) and 
Part 2 (grey). These copies may be 
folded for mailing. If for any reason 
you cannot give your employee the 
ROE personally, or you cannot mail it, 
or if it is returned undelivered, keep the 
employee’s copies until the employee 
or the Commission asks for them. If 
you have not been asked for them 
within three years after the employee 
stopped working, you may destroy 
them. 


® Commission’s copy 
Mail the third (yellow) Commission’s 
copy to Box 9000, Bathurst, New 
Brunswick, E2A 4T3, in the envelope 
provided. Do not fold this copy. More 
than one copy of an ROE may be sent 
in an envelope. This copy must be 
mailed within five calendar days of the 
interruption of earnings or the day you 
become aware of it, whichever is later. 


Do not send anything but the Com- 
mission’s copy (yellow) of com- 
pleted Records of Employment to 
Box 9000, Bathurst, New 
Brunswick, E2A 4T3. All requests 
for blank ROE forms and any 
other correspondence must go to 
your local CEC. 


Be sure to affix proper postage on the 
envelope. 


@ Employer’s copy 

UI regulations require that you retain 
the fourth copy (green or pink) with 
your payroll records for a period of six 
years from the end of the year covered 
by the records. It can be destroyed 
prior to this period only if you get 
written authorization from RCT. 


1 Void, surplus or 
obsolete Record of 
Employment forms 


Void forms 

Do not change the figures entered in Item 
12 or Item 20A, if you make an incorrect 
entry. Instead, complete a new ROE form 
and destroy the incorrect form by hand 
or machine shredding. Make a note of the 
serial number(s) of the form(s) destroyed 
and retain with your payroll records. 


Surplus forms 
Unused ROEs should be returned to your 
local CEC. 


Obsolete forms 

Please do not use obsolete forms. The 
following obsolete forms should be 
destroyed: Separation Certificate (UIC 
11-64) and the long, green Record of 
Employment form (UIC 11-03). The 
Commission cannot process these forms 
because they do not give enough infor- 
mation and are incompatible with current 
data capture systems. Use only the 
10’? x 11’’ Record of Employment form 
EMP 2106. 


1 What is an 
employer’s legal 
responsibility? 

Failure to issue an ROE within the time 
limit is a breach of Section 123 of the UI 
Act. On conviction, the employer may be 
subject to a fine not exceeding $500 or im- 
prisonment for a term not exceeding six 
months or both. 

Penalties for making false or 
misleading statements are covered in 


Section 122 of the UI Act. Anyone who 
knowingly makes false statements about 
a person’s insurable employment and in- 
surable earnings is guilty of an offence. 
On summary conviction, he or she may 
be fined not less than $200 and not more 
than $5000. 

In addition, in appropriate cases, he or 
she may be fined not more than double 
any benefits paid as a result of making 
false statements or both fined and im- 
prisoned for a term not exceeding six 
months. 


1 Protecting 
employee’s privacy 


Information collected on the ROE can be 
used in the administration of the employ- 
ment and benefit programs of the Canada 
Employment and Immigration Commis- 
sion. It is collected by the Commission 
under the authority of the Unemployment 
Insurance Act. The employee to whom 
the information relates has access to the 
Commission’s copy on request. 


1 Social Insurance 
Number (SIN) 


If an employee doesn’t have a SIN when 
starting work, you must ensure that a SIN 
application is submitted by the employee 
to the Commission within three days. The 
fastest way: have the employee contact 
the local CEC office concerning the 
documents required and then have him/ 
her apply in person at the CEC office. 


1 Ul, you and 
your employees 


As an employer, you have an important 
stake in how the UI program works. You 
pay premiums to the UI Account — as 
much as $966.68 a year as your matching © 
employer portion for each employee. You 
also contribute personally and corporate- 
ly as a taxpayer since employee/employer 
premiums finance only part of the cost 
of the UI program. The rest is paid for 
by the federal government. 


Setting the Record straight 13 
ease ee Ee 


For information on how the CEIC uses 
the UI account, why not contact your 
local CEC? Ask for a copy of a brochure 
prepared especially for employers. It is 
called The Premium Investment. 

Like you, your employees also have an 
interest in the UI program. Workers face 

the possibility of unemployment at some 
time in their lives because of a shortage 
of work or due to illness, pregnancy, 
an adoption or retirement. We have 
brochures covering everything from 
general rights and obligations of 
claimants to special UI benefits. These 
brochures answer most employees’ ques- 
tions about regular and special UI 
benefits. Why not contact your local CEC 
and ask for copies of these brochures for 
your employees: 


How UI works for you 

B 4 new face in the family photo? 

@ UI and you: when you reach 65 

®@ We can help when you’re sick or hurt 


a Something for nothing? No. 


SEE REVERSE OF PART 2 FOR IMPORTANT NOTE 
AVIS IMPORTANT-VOIR AU VERSO DE LA PARTIE 2 


THIS IS A VALUABLE DOCUMENT - KEEP IT IN A SAFE PLACE 


X-CONSERVEZ-LE EN LIEU SUR 


IL S’AGIT D'UN DOCUMENT PRECIEU 


iv Employment and Immigration Canada Emploi et Immigration Canada 


RECORD OF EMPLOYMENT RELEVE D’EMPLOI! 


Serial No -N° de série 2. 


K 


Employer's Name and Address-Nom et adresse de l'employeur 


pl eee CONS PR UG MON Lay 
4102 SANDY MOUNTAIN KD 


Serial No. of record amended or replaced 
N° de série du relevé modifié ou remplacé 


Gulde, para. 21 


e When completing this form by hand please use a ball point pen ans 
press firmly. 

e Si vous remplissez le formulaire a la main, veuillez utiliser un stylo 
bille, et bien appuyer. 


TAMESTOWN, B.C. V6. BH 


N° de compte de l'employeur a RC-! > 
IDL wl it 


Ago 
ts 8, 


6. Employee's Name and Address -Nom ef adresse de l'employé 


BEATON, ALAN I-M 


MOGs VEHSAVAR = VPLS 
JAMESTOWN 


17. 
For employer's use 
Réservé a /employeur > B AD = 
BT: Additional Monies Paid or Payable on or _atter Termination of Employment 
Autres sommes payées ou payables au moment de la cessation d'emploi ou apres 
Vv 
(A) Vacation pay -/ndemnité de vacances 
Guide, para. 39 $ AZO A O+ 
(B) For statutory holidays after termination- enter date of holiday and amount 
Pour fétes légales aprés le cessation d'emploi-inscrire la date de Ja féte et le montant 
(C) Other monies (explain) - Autres sommes (préciser) 


Guide, para. 41 $ 


Final pay period ending date 
Date de /a fin de la dernieére 


19. 


Pay period type (weekly, bi-weekly, etc.) | 
Genre de période de paye 1 


(hebdomadaires, de quinzaine, etc.) periode de paye yy M Y-A 
Guide, para. 42 


By WEEKLY ieee hi ev ila eee, 


Employee's Occupation - Profession de Temployé 


OFFICE MANAGER 


Employee's Social Insurance No. 
N° d’assurance sociale de l'employé 


insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines demploi assurable indiquées a la case 12, 
jusqu’a un maximum de 20 semaines.) Guide, para. 43 


20. 


£712.90 


eal 


“First Day Worked Dow M Y-A ast Day Worked| D Y-A | PP except |* T PP, excep 
Pramier jour > Dernier jour > | Insurable Earnings “weeks” Insurable Earnings “weeks” 
de travail 6) de travail PER. Rémunération assurable P.P. except PP Rémunération assurable P.P. excep 
Guide, para. 28 Aa 1 Guide, para. 29 xe ; “semaines” “semaines 
tee = : 1 z= fe 1a 
11 Ul premiums payable ug to D-J M Y-A 
mM Cotisations d'assurence - ch6émage payables JUSqu aU > { 1 1 } 
Gade 0.6 OAS 8 SAS Ody 318+ 49 ii 
12. Number of insurable weeks for which U.I|. premiums were payable in the last 52 
weeks or since the last record of employment was issued by you to this ernployee, 2 12 
whichever ts less > yh e) 
Nombre de semaines assurables a |'égard desquelles des cotisations dA.C. étaient 2 ¢ ‘a 
' payabies depuis les 52 derniéres semaines OU depuis 18 dernier relevé d'emploi 
délivré par vous 4 cet employe, le nombre le moins élevé etant retenu 3 13 
Guide, para. 31 ' 
(A) Please’ print this number in words - Veuillez inscrire ce nombre en lettres moulées ‘ ! 
+ et = +— 
= vis Tt UwO Zins | | 14 
ee + 
Paid sick/ maternity leave or group wage loss indemnity payments payable after date shown in item if | 
19 - if known, enter amount in “Comments” block below 5 15 H 
Longe de maladie / maternité payé ou indemnités payables en vertu d'un régime collectif d’assurance - 
salaire apres la date indiquée dans la case 10 - si vous en connaissez /e montant, inscrire celui - ci dans JI 
! la case “Observations” ci-dessous Gulde, para 32 T i if Hf 
1 From p> O-J M Y-A For Weeks / Days 6 16 
Du Pour Semaines / Jours | 
i= 1 i 
BY. Reason for issuing this record- Raison du présent relieve 
F “ Shs GAN Gad Lae ea ee ee i 17 
| Code Reason - Raison tI Code Reason - Raison \ 
i 
| : ae ee a ee ea Sa av Tiree 2S eke lowe = | + i" te 
A Shortage of work i fe Pregnancy \ 
Manque de travail iI Grossesse | 8 | 13 b 18 
ag eek he ne ears ee oe | "OO 
B Strike or lockout ' G Retired (other than age 65) | ar a 
| Gréve ou lock-out i Retraite (raison autre que 65 ans) | 
ee a ee ie eal eee a pater 9 19 
Cc Return to school " H Work sharing | Code 0 ’ Oo oO 
Retour aux études i Travail partagé \ Inscrire fo + + 
fe Tete. Seer = =e Ie Ne ee aie tee tone Ar \ le code 
IIIness or injury ul Apprentice trainin ! 
D J : > 
Maladie ou blessure M Formation par apprentissage ! 16 oO ¢ O 1) 
z = = ee Se AN ae a a) ns | ic — ae 
it Other (explain below) 4 
E Quit i K Autre (préciser ci-dessous) | (A) Total of all entries (rounded to nearest dollar) $ 00 
Départ volontaire i Me | Montant total (arrond! au dollar prés) 
rf Guide, para. 33 \ 
eS Se a Se 2 cE 


Comments - Observations 


Ppl — 


VACATION PAY 
APRIL 13, 1988 


PAID 


Expected date | | | 
ot recall | | | 
Date prevue de rappel | | | 


Not returning | Unknown 
Retour non Date non 
prévu connue 


nes 


RCT No used to obtain this form 
if different from 5 
N° de compte a utilise pour obtenir 

ce formulaire. s'il différe de la case 5 > 


Guide, para. 36 ae 


| 


| 
| 


Employer in which official language do you wish us to 


communicate with you ? | \ 
Employeur Dans quelle langue officielle desirez- vous Que X | 


IOUS COMMNUNIQUIONS avec VOUS 


English 
Anglais | 


| French 
Francais 


Canada 


CE 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettrés moblées 


ONE ZERO SEVEN NINE TWO 


“ Telephone number of issuer 
Numéro de téléphone du signataire 


Area- Région Ext. - Poste 


\botag4ish 7 £009 


| am aware that it is an offence to make false entries and hereby certify that all ftatements on this form are 
Je reconnais que touts fausse déclaration constitue une infraction et jatteste, par les présentes, que toute 
déclarations faites sur ce formulaire sont véridiques 


Guide/ para. Oe 


Sighature of issuer 
Signature 


22. 


“SIMON FQSTEA4 


| Name of issuer-please print 
Nom du signataire (en lettres moulées) 


D-J Moa 
- goae 


Disponible, fran¢gais premier (EMP 21 


23. 


Date of issue- Date de délivrance 


EMPLOYEE’S COPY, PART ONE-DO NOT DETACH FROM PART TWO 


COPIE DE L’EMPLOYE, PARTIE UN-NE PAS DETACHER DE LA PARTIE DEUX 


THIS FORM MAY ONLY BE USED BY THE EMPLOYER TO WHOM IT WAS SUPPLIED 
FORMULAIRE DOIT ETRE UTILISE UNIQUEVENT PAR LEMPLOYEUR AUQUEL IL EST DESIGNE 


PART 
PARTIE 
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This part of the guide takes you 
step-by-step through the ROE 
form. This will help you to com- 
plete each item correctly. 
Remember that you are making 
four copies. If you are completing 
it by hand, use a ballpoint pen 
and print firmly. You may use a 
typewriter if you wish. The form 
can also be completed by 
computer. 


Note: ‘‘Paragraph’’ refers to sec- 
tions in the guide. ‘‘Item’’ 
_ refers to sections of the ROE form. 


ROS 


? litem 1 — 
Form serial number 


21 


Item 2 — 

Serial number 

of Record of 
Employment amended 
or replaced 


You do not need to make an entry here 
unless you are completing a form to 
amend information given on an earlier 
form or to replace one already issued. 
When this happens, enter the serial 
number of the ROE being replaced. This 
new ROE must be completed in its 
entirety. 

If an employee lost or misplaced the 
ROE and asks you for another, you can 
photocopy the one you kept with your 
payroll records (Employer’s copy — Part 
4). You must countersign the photocopy 
and show a telephone number where the 
Commission can reach you, to confirm 
that the copy is valid. You will have to 
issue a new ROE if the Commission asks 
for it. 


2 2? Item 3 — 
Employer’s name 
and address 


Enter the business name and address as 
used on your Tax Deduction — Canada 


Pension — Unemployment Insurance 
Remittance Return (Form PD7A- 
PD7AR). 


2? 3 Item 4 — 

Postal code 
Please type or print clearly the postal code 
for your business address. 


? 4 Item 5 — 
RCT employer 
account number 


This must be the same account number 
as used on your Tax Deduction — 
Canada Pension — Unemployment In- 
surance Remittance Return (Form PD7A- 
PD7AR) for remitting UI premiums for 
this employee. 

If your business has more than one 
employer account number or your ROEs 
are completed by an accounting firm, see 
paragraph 36. 


2? Item 6 — 
Employee’s name 
and address 
Please give the family name first, then full 
first name and initials. Please enter this 


information clearly. Include the 
employee’s postal code if known. 


2? 6 Item 7 — 
Employee’s 
occupation 


Give an accurate one- or two-word 
description of the employee’s usual oc- 
cupation. For example: sales clerk, stock 
clerk, auto mechanic, construction 
labourer. 


2? Item 8 — 
Employee’s 
Social Insurance 
Number (SIN) 
It is very important to enter the 


employee’s correct SIN. A claim for UI 
benefits cannot be processed without it. 


It is used to identify and locate a UI 
claim. 


Dy, 8 Item 9 — 
First day worked 


Enter the actual day the employee started 
to work. If you do not know the actual 
first day worked and the employee has 
worked for you for more than two years, 
enter the date exactly two years before the 
interruption of earnings. 

If the employee has worked for you on 
several occasions, the date to be entered 
is the start of the most recent period in 
which the worker returned to work (that 
is, since you last issued an ROE to this 
person). 

When UI premiums were payable after 
a previous period of employment and the 
insurable weeks were not included on the 
previous ROE, enter the dates of the in- 
surable weeks and the earnings in the 
‘““Comments’’ section of Item 14. In ad- 
dition, the insurable weeks are to be in- 
cluded in the total insurable weeks in Item 
12. The insurable earnings should be 
entered in Item 20 if they fell within the 
last 20 weeks. This situation will occur 
when premiums were payable for a 
statutory holiday, a vacation period, paid 
sick leave payments falling below 60 per 
cent of the employee’s average weekly 
insurable earnings or self-insured wage- 
loss insurance payments. 


2? O Item 10 — 

Last day worked 
Enter the actual date the employee was 
last physically on the job. If you are 
issuing an ROE for someone who has 
reached age 65 and continues working, 


this will be the last day worked in the 
month in which the birthday occurred. 


3 O Item 11 — 
Ul premiums 
payable up to 
The date to be entered here is the last day 
for which you pay UI premiums for this 


employee. This is usually the date of the 
interruption of earnings and the same as 
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the last day worked. For someone who 
has reached age 65 and continues work- 
ing, this will be the last insured day of the 
month in which the birthday occurred. 
When this date differs from the last day 
worked, briefly explain why in the 
‘“‘Comments’’ section of Item 14. 


The exceptions 
1) The last day for which UI premiums 
are payable will be before the last day 
worked when an employee has earnings 
that were not insurable in the last pay 
period of employment. For example: an 
employee may work full time up to May 
1 and part time between May 2 and May 
15, and not earn the minimum amount 
or work the minimum hours to be in- 
surable from May 2 to May 15. UI 
premiums are payable up to May 1, not 
to the last day worked (May 15). You 
would enter May | in Item 11. 


2) The last day for which UI premiums 
are payable will be after the last day 
worked when an employee is laid off at 
the end of a paid vacation period, gets 
paid sick, maternity or.adoption leave, or 
worker’s compensation top-up payments 
that are insurable or is on paid preretire- 
ment leave. For example: an employee’s 
last day worked was May 15, but he has 
a paid vacation period from May 16 to 
May 31. UI premiums are payable up to 
May 31. Enter May 31 in Item 11. 


Another example: an employee’s last 
day of work was May 15. From May 16 
to May 31, the employee received paid 
sick leave payments which were insurable. 
After May 31, these payments dropped 
below 60 per cent of his normal weekly 
insurable earnings. In this case, enter May 
31 in Item 11. 


Note: If the paid sick leave 

payments are paid after the 
date shown in Item 10, the date 
these payments would start and the 
number of weeks for which they 
are payable should be entered in 
Item 13. In Item 14 — Comments, 
show the amount(s) if known. If 


these earnings fall below 60 per 
cent of the normal weekly insurable 
earnings and are still insurable, 
they must be reported on the next 
ROE. 


ltem 12 — 
Number of weeks 
of insurable 


Sil 
employment 


For completion of this item, you will have 
to look at the 52-week period before the 
interruption of earnings. Take the last of 
the dates in Item 10 or 11, and count the 
insurable weeks which occurred in the 
past 52 weeks. Do not include any weeks 
which you reported on an earlier ROE for 
this employee. Of course, if the employee 
worked for you for less than a year, you 
will only-have to go back to the first day 
worked; if you issued an ROE to this 
employee within the last year, count on- 
ly insurable weeks since the last ROE was 
issued. 

If your pay period is semi-monthly or 
monthly, the total number of insurable 
weeks may include a fraction. When this 
happens, round the figure to the next 
whole number (e.g. for 25 1/6, record 
26). For instructions on how to calculate 
weeks of insurable employment in semi- 
monthly pay periods, see paragraph 56; 
for monthly, see paragraph 59. 

Weeks of insurable employment for 
employees whose earnings are calculated 
on an annual basis will normally be 
recorded as ‘‘weekly’’ (see paragraph 65). 

For teachers, see paragraph 70. 


Item 12A — 

Print this number in words 

Always use two digits when entering the 
number of weeks. For example: nine 
weeks would be shown as 09. Then print 
the number in words in the space below. 
In this example, enter ZERO NINE. Once 
you have entered the number of weeks, 
these figures must not be changed. 


3 2 Item 13 — 
Paid sick/maternity/ 
adoption leave or 
wage-loss indemnity 


payable after date 
shown in Item 10 


On older editions of the ROE Item 13 will 
ask for ‘‘. . . payments payable after the 
date in Item 11’’. Employers are now 
instructed to show such payments payable 
after the date shown in Item 10 (last day 
worked) as requested on current editions 
of the ROE. 

If, after the date in Item 10, the 
ernployee will get paid sick, maternity or 
adoption leave, or if the employee will be 
eligible for payments under a group wage- 
loss indemnity plan or a long-term 
disability plan, enter the date these 
payments start and the number of weeks 
or days for which they are payable. Enter 
the amount of payments or the percentage 


of salary to be paid, if known, in the — 


space for comments in Item 14. This in- 
formation is important because these 
payments affect the amount of UI 
benefits the claimant gets. 


Note: If sick, maternity or adop- 

tion leave payments (at a 
rate of less than 60 per cent of 
normal weekly insurable earnings), 
or payments under a self-insured 
group wage-loss indemnity plan 
meet the minimum insurable earn- 
ings for the pay period, these 
payments would continue to be in- 
surable. This may affect the 
number of weeks of insurable 
employment and the amount of in- 
surable earnings you would show 
on the employee’s next ROE, 


> Item 14 — 
Reason for issuing ~ 
this Record of | 


So 
Employment | 


Enter in the box on the right of Item 14) 
one of the following code letters to show - 
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why there has been or will be an interrup- 
tion of earnings: 


Code A — Shortage of work 

The interruption of earnings may be 
caused by, for example, a plant shut- 
down, decreased production, bad 
weather, fire hazard or job completed. 


Code B — Strike or lockout 
The interruption of earnings is caused by 
a strike or lockout at the place of work. 


Code C — Return to school 
The employee has left the job to go to 
school or university. 


Code D — Illness or injury 
The interruption of earnings is caused by 
illness, injury or quarantine. 


Code E — Quit 

The employee voluntarily left the job. If 
you know the reason, give this informa- 
tion in the space provided for comments. 


Code F — Pregnancy 
The employee’s interruption of earnings 
is caused by pregnancy. 


Code G — Retired 

Use this code only if the employee has 
retired before reaching age 65. Give the 
reason for retirement such as voluntary, 
health reasons or company policy. If the 
employee has reached age 65, use Code 
K “‘other’’ and write ‘‘age 65’’ in the 
space provided for comments. 


Code H — Worksharing 

If your company negotiated a workshar- 
ing agreement with the Commission and 
this employee is covered by that agree- 
ment, use this code. 


Code J — Apprentice training 

Under provincial legislation, some ap- 
prentices must take training as a condi- 
tion of their apprenticeship. Use this code 
when you are issuing an ROE for such an 
apprentice. 


Code K — Other 
If the ROE is being issued because the 
employee has reached age 65 or for some 


other reason which is not covered by a 
code on the form, enter ‘‘K’’ in the box 
to the right. In the space provided for 
comments below, enter the reason. For 
example, “‘age 65’’, ‘‘adoption leave’’, 
“leave of absence’ or ‘‘requested by the 
Commission’’. If the employee has been 
dismissed, just enter ‘‘dismissed’’. The 
Commission will ask you later for more 
details. 


5 Wa a 


Use this space: 


@ to explain why the date in Item 11 dif- 
fers from the date in Item 10; 


@ to explain the use of code ‘‘K’’ — for 
example, enter ‘‘age 65’’ or ‘‘leave 
without pay for adoption’’; 


@ to record the employee’s hourly rate of 
pay when the dollar value is less than 
the minimum for the pay period, but 
the employee has met the minimum 
hourly requirement and the pay period 
is insurable; 


™ to record any monies paid in con- 
templation of, on, or after the separa- 
tion from employment if there is 
insufficient space in Item 18; 


@ to indicate whether vacation pay or 
other monies noted in Item 18 are in- 
cluded in Item 20; 


@ to indicate whether or not severance 
payments or other monies were paid or 
payable as a result of a collective agree- 
ment or written policy and if so, 
indicate the commencement date and 
expiry date of the agreement or policy; 


@ to indicate that an employee is entitled 
to receive money from other sources 
such as a union sick leave plan or sup- 
plementary unemployment benefits, 
long term disability payments or the 
particulars of the payments identified 
in Item 13; 


™@ to indicate the dates of insurable weeks 
and earnings prior to the first day 


worked that were not included on a 
previous ROE and are now included in 
Item 12 (refer to paragraph 28); 


@ to record pension information if there 
is insufficient space in Item 18(C) and 
to provide the name and telephone 
number if an individual other than the 
ROE issuer is to be contacted for in- 
formation regarding the pension; 


@ to indicate the date monies recorded in 
Item 18 (A and C) were paid. 


If the employee was dismissed, no 
explanation should be entered because the 
Commission will contact you for more 
details. 


3 5 ltem 15 — 
Expected date 
of recall 


If you expect the employee to come back 
to work for you, enter the expected date 
of recall. This usually occurs in cases of 
illness or injury, pregnancy, adoption 
leave or a temporary layoff. If there is a 
possibility of returning but the date is 
unknown, check the ‘‘Unknown”’ block. 

If the employee will not be returning 
and there is a complete severance of the 
relationship between the employee and 
the employer, check the ‘‘Not returning”’ 
block. 


3 6 Item 16 — 
RCT number used to 
obtain this form if 
different from Item 5 


The number entered in Item 5 must be the 
same as the RCT employer account 
number used to pay that employee’s UI 
premiums. If this number is different than 
the one used to obtain ROEs from the 
Commission, enter in this item the RCT 
number that was used to obtain the ROEs 
you are completing. 

Some businesses have their payroll 
records kept by accounting firms. If the 
accounting firm has obtained ROEs from 
the Commission using its own RCT 
number, the accounting firm’s number 
should be entered here. 
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3 Wi Item 17 — 

For employer’s use 
Use this space to record your file 
reference such as payroll or badge 
number. This will help you locate your 
file copy of the ROE if a Commission 


official contacts you to clarify the infor- 
mation reported on it. 


3 Item 18 — 
Additional monies 
paid or payable in 
contemplation 

of, on, or after termination 

of employment 


For the payment of unemployment in- 
surance benefits, certain kinds of 
payments are considered to be “‘earn- 
ings’’. If a claimant receives such 
payments, the CEIC allocates the money 
on the basis of the claimant’s normal 
weekly earnings and the payment of 
benefit does not begin until the weeks of 
‘earnings’? have run out. You must 
record these monies even if they are to be 
paid after the employment terminated. 

For general guidance regarding the in- 
surability of these monies, please refer to 
paragraph 5. For further information 
please consult RCT publications or con- 
tact your nearest District Taxation Office. 

If any of these monies are insurable in- 
clude them in the appropriate pay period 
entry in Item 20. Please indicate in Item 
14 ‘“‘Comments’’ whether these payments 
have been included in the insurable earn- 
ings recorded in Item 20. 


3 O Item 18A — 
Vacation pay 

Enter the gross amount of vacation pay 
paid or payable in contemplation of, on, 
or after the separation from employment. 
If vacation pay is paid into a trust fund 
or paid on every cheque, just enter the 
term ‘‘trust fund’’ or ‘‘paid on every 
cheque’’. 

For general guidance regarding the in- 
surability of vacation pay, please refer to 
paragraph 5. 


AO Item 18B — 
Statutory holidays 
after termination 


Statutory holiday pay, paid or payable, 
is earnings for the purpose of unemploy- 
ment insurance benefits. Enter the holi- 
day date and the amount of pay for 
statutory holidays that occur after the 
later of the dates shown in Items 10 
and 11. 

For general guidance regarding the in- 
surability of statutory holiday pay, please 


refer to paragraph 5. 
Item 18C — 


4 1 Other monies 


If any of the following payments are paid 

or payable in contemplation of, on, or 

after the separation from employment, 

enter the type of payment and the 

amount: 

mw Pension payments: Record the total 
amount if lump sum or the weekly or 
monthly entitlement and the effective 
date. If the amounts and effective date 
are not known, enter ‘‘Pension amount 
unknown”’ in Item 18(C) and record 
in Item 14 ‘‘Comments’’ the name and 
telephone number of the person we 
may contact for further information. 


m Severance pay 
m Retirement benefits 


gw Accumulated retirement 
or sick leave credits 


‘gw Bonuses or gratuities Ca 


mw Wages in lieu of notice 
w Retroactive wage increase 


mw A payment in kind (describe article 
e.g. car and give monetary value) 


w All other monies (please specify) 


If there is insufficient space, please use 
the Comments section in Item 14. In ad- 
dition, if any of these monies, including 
vacation pay, were payable as a result of 
a collective agreement or written policy 
in force prior to December 31, 1984, in- 
dicate this fact and the commencement 
and expiry dates in the Comments section 
of Item 14. 


4 Item 19 — 
Pay period type 
and final pay period 
ending date 


The type of pay period may be one of the 
following: weekly, bi-weekly, semi-- 
monthly, monthly or 13 pay periods a 
year. Any other type of pay period, such 
as annual contracts of service or commis- 
sion sales must be reported as stated in 
the appropriate paragraph of Part 4 
(pages 29 to 34). ; 

Indicate the type and the actual ending 
date of the final regular pay period in 
which the interruption of earnings occurs. 
For example: your pay period ends on the 
15th of the month but the interruption of 
earnings occurs on the 10th. Enter the 
15th as the final pay period ending date. 

If you changed the pay period type or 
pay period ending date and the period 
covered by the ROE reflects both, show 
the most recent pay period type and en 
ding date and in the Comments section 
of Item 14 show the previous pay type and 
ending date, indicating a change occur- 
red. If you are unsure, please contact your 
local CEC office or the ROE specialist 
serving your area. 


4 Item 20 — 
insurable earnings — 
by pay period 
How you complete this item will depend 
on the kind of pay period you use. Make 
one entry for the insurable earnings im 
each of the pay periods that cover the last 
20 weeks of insurable employment. Start 
with the most recent pay period of im- 
surable employment. 
Show dollars and cents for all entries 
for each pay period. ; 


Note: Once you have entered the — 

amount of insurable earn-— 
ings, these figures must not be 
changed. If you make a wrong en- ~ 
try, complete a new Record of © 
Employment. The incorrect ROE 
must be destroyed by hand or © 
machine shredded. You should © 
make a note of the serial numbers 
of any ROEs destroyed and retain _ 
these with your payroll records. 


The Record of Employment 


How to complete the Record of Employment 19 


If, due to employer bankruptcy, 
receivership or financial difficulties, earn- 
ings were not paid, please contact your 
local Canada Employment Centre for 
guidance on completion of [tems 12 and 
20 on the Record of Employment. 

For instructions on how to complete 
Item 20 by pay period, refer to the cor- 
responding paragraph for the pay period 
type: 


Weekly = ——SC“ 
Biweekly | 55 
Semimonthly ST 
Monthly kn 


13 periods per year 62 


44 The first entry 
item 20 


The first entry should record the insurable 
earnings for the final (most recent) in- 
sured pay period. 

If you used an estimate to determine 
the amount of insurable earnings in the 
final pay period, include the term ‘“‘est.’’ 
beside the amount. You will have to issue 
an amended ROE with the exact amount 
if the employee or the Commission asks 
for it. 


45; Insurable earnings 
in the 20th week 
Item 20 


f an employee has more than 20 weeks 
»f insurable employment, and the pay 
eriod is other than weekly, the 20th week 
nay not coincide exactly with a full pay 
yeriod. To determine the insurable earn- 
ngs for the 20th week (the last entry), 
alculate the portion of the insurable ear- 
ings in the pay period in which the 20th 
veek falls. Refer to the appropriate pay 
eriod instructions; see paragraph 43. 
<emember, the minimum and maximum 
veekly insurable earnings normally 
hange annually. (See Tables A and B in 
aragraphs 52 and 53.) 


Item 20A — Total of all entries 
When completing this item, round off the 
total of all entries to the nearest dollar 
and enter the total in the blocks provided. 
The amount to be entered must fill all 
blocks. Remember, older editions of the 
ROE, still in use, have four blocks in Item 
20(A) — Total of all entries, while more 
recent editions have five blocks in Item 
20(A). The following examples show how 
these blocks are to be completed when the 
total of all entries is less than or greater 
than $10 000. 


| Faur blocks @ less than $10.00 | 


Four blocks — $10 000 or " oreater 


Five blocks —_ less than $10 000 


Five blocks - — $10 000 or greater 


Item 20B — Total amount in words 

Print the total amount in words. In the 
above examples, 0950 would be ZERO — 
NINE — FIVE — ZERO; 11200 would 
be ONE — ONE — TWO — ZERO — 
ZERO and 00950 would be ZERO — 
ZERO — NINE — FIVE — ZERO. 


AG Item 21 — _ 
Telephone number 
of issuer 


Be sure to include your area code and 
extension number. 


AG, Item 22 — 
Signature and 
declaration 


The employer or an authorized person 
(e.g. payroll clerk, bookkeeper) must 
sign the completed ROE in this space. 


An employee, even if normally autho- 
rized, should not sign his/her own ROE. 
The signature certifies that all statements 
on the ROE are true. The name of the 
person who has signed the form should 
be typed or printed clearly in the space 
to the right. 

If the ROE has been completed entire- 
ly by computer and no changes have been 
made, the name of the authorized person 
may be printed. Otherwise it must be 
signed. 


4 8 ltem 23 — 
Date of issue 
Enter the date on which the ROE is 

completed. 


WARNING 


Anyone who makes a statement to 
the Commission they know to be 
false or misleading about a person’s 
employment, their insurable earn- 
ings, or the interruption of those 


earnings, is guilty of an offence and 
is liable to a fine and/or impris- 
onment. 

This guide contains general informa- 
tion only. When a question arises, the 
Unemployment Insurance Act and 
Regulations must govern. 


20 
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TAN General information 
on completing 
Item 20 


The instructions on pages 21 to 28 will tell 
you how to complete Item 20 (insurable 
earnings) depending on the kind of pay 
period you use. For employers with semi- 
monthly and monthly pay periods there 
are also instructions for calculating the 
weeks of insurable employment and for 
determining insurable earnings for partial 
pay periods. 

Please note that for Item 20, when the 
employee’s earnings are at the maximum 
for each pay period or are the same, you 
do not have to enter the amount for each 
one. Just write the amount (for example, 
$1130 for a bi-weekly pay period) in the 
first and last entry and draw a line 
through the blocks in between. But 
remember, you will sometimes be enter- 
ing weeks from the previous calendar year 
when the maximum was lower. In that 
case, enter the amounts from the previous 
year in the same way. 


Note: If your employees are paid 
by commissions or piece- 
work or if they are hired under an- 
nual (52 week) contracts, please 
refer to Part 4 (pages 29 to 34). 


5 Minimum and 
maximum insurable 
earnings 


The employment of employees who either 
earn 20 per cent of the maximum in- 
surable earnings or work 15 hours a week 
is insurable. Table A gives the minimum 
and maximum levels of earnings or hours 
of work required to be insurable for 
various types of pay periods in 1988. 
Table B shows the minimum and maxi- 
mum levels of earnings or hours of work 
that were insurable for various types of 
pay periods in 1987. 


51 Important note 


To be insurable in 1987 or 1988, an 
employee needs to meet only one of the 
minimum insurability requirements. 


5 Range of insurable 
earnings for various 
pay periods in 1988 
Table A — 


Earnings 


earnings 
$ or — from 


1130.00 
1224.16 
2448.33 
2260.00 


Pay period 


33 hours 
65 hours 
60 hours 


13 pay periods | 452.00 


5 Range of insurable 
earnings for various 
pay periods in 1987 
Table B — 


Earnings 


earnings 
$ or from 


Pay period 


15 hours| 530.00 
30 hours} 1060.00 | 
33 hours 7 | 
65 hours| 2296.66 | 
60 hours 


weekly 106.00 
bi-weekly 212.00 
semi-monthly |229.66 


459.33 
13 pay periods | 424.00 
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5 4 Weekly pay period 


f the employee has had 20 or more weeks 
f insurable employment, make an entry 
n all 20 spaces, starting with the final in- 
urable pay period. If the employee had 
. week or weeks of employment that were 
ot insurable, you will have to go back 
urther than 20 weeks in your payroll 
ecords to obtain the 20 weeks of in- 


surable earnings. If the employee has less 
than 20 weeks of insurable employment, 
enter the insurable earnings for each week 
that was insurable. 

There are no entries in the pay period 
exceptions column for weekly pay 
periods. 

Remember, a week in which the 
employee did not earn either the 
minimum insurable earnings ($113 in 
1988) or did not work the minimum 15 


Weekly pay period 


Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 


Guide, para. 42 WE E k yu y 


Final pay period ending date 
Date de la fin de la derniére 
période de paye D-v 


16 


hours is not a week of insurable employ- 
ment. Do not report earnings that were 
not insurable. 

The maximum insurable earnings for 
a weekly pay period in 1988 is $565. 


The following chart will help you determine weeks of insurable employ- 
ment and insurable earnings. 


Weekly pay period 


& Did employee earn at least $113 during the pay period? al 


Yes 


0.| insurable Earnings by Pay Period (P.P.") (Starting with the final Pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P-P. *) (En commengant par la derniére période de paye, 
inscrire le montant ce la rémunération assurable des semaines d'emploi assurablé indiquées a la case 12, 


jusqu'éa un maximum de 20 semaines.) Guide, para. 43 


0.3/8.2) 


Worked at least 15 hours in the pay week? | 


Yes 


One week of insurable 


Pay week not insurable 


: insurable Earnings cee ‘ Insurable Earnings, See employment No insurable earnings 
| Rémunération assurable fencer, (ee Rémunération assurable eb eerceet Insurable earnings up 
il | to a maximum of $565 
DINSE 5100 a] GUR ie 
2 12 es 5.00 Note: Amounts shown on the chart are effective from 
— qc : + January 1, 1988 to December 31, 1988. 
r ee bel Ceereyeve) [ Pay week examples: 
5 15 
=a 1. Pay week same as calendar week — 
6 16 . a : : 
aa se I > MI W a a Ss 
7 | 7 12,324 8 @ 7 
P | Ue 2. Pay week not the same as the calendar week — 
i ee 
a =i 19 brit oso MtWwWdseF os 
| 2 8245 6 #7 
10 ‘a 20 Ke OnOo ee 
— os = 8 9 10 77 12 18 14 
A) Total of all entries (rounded to nearest dollar) $ 0 : : 
Montant total (srrond! eu dollar prés) / | é of 2) | 0 


B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


ONE ONE ZERO FIVE FIVE 
oo 


Telanhane miimbher at ieener 


Pay week starts on 5th and ends on 11th. 
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aaNet iii ile ene eee eee SS 


5 5 Bi-weekly pay period 


In this type of pay period, earnings are 
insurable for both weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($226 or 30 hours in 1988). 

When the earnings and/or hours work- 
ed in the complete pay period do not meet 
the minimum for this type of pay period, 
insurability must be determined on a pay 
week* basis. If only one pay week meets 
the minimum requirements of $113 or 15 
hours, enter the earnings for that pay 
week and the figure 1 in the pay period 
exceptions column (P.P. Except. 
‘“‘weeks’’). 

If the employee has had 20 or more 
weeks of insurable employment, you will 
have to make an entry for at least 10 pay 
periods, starting with the final pay period. 
More than 10 entries will be needed if one 
week in any pay period was not insurable. 

When an employee has more than 20 
weeks of insurable employment, the in- 
surable earnings for only one week may 
be needed to cover the 20th week. In such 
a case, the last insurable earnings to be 
entered in Item 20 will be the total in- 
surable earnings in the bi-weekly pay 
period divided by two. 

If the employee has less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 

The maximum insurable earnings for 
a bi-weekly pay period in 1988 is $1130. 


* Note: See paragraph 4 for the definition of 
a pay week, 


Bi-weekly pay period 


19. Be period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 
Guide, para. 42 


loyee's Social Insurance No. 20. 
‘assurance socisie de l'employé 


insurable Earnings by Pay Period (P.P.") (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 

Rémunération assurable par période de paye (P.P.") (En commengant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées 4 la case 12, 
jusqu’é un maximum de 20 semaines.) 


Final pay period ending date 
Date de /a fin de la dernidre 
période de paye D-J M Y-A 


lO 0 


WEEKLY 


pI = 


Guide, para. 43 


P.P. except. 
“weeks” 
P.P. except. 
“semaines” 


P.P. except. |* 
“weeks” 

P.P. except. P.P. 

“semaines” 


insurable Earnings 
Rémunération assurable 


Insurable Earnings 
Rémunération assurable 


S30:00| / 


in the last 52 
ris employee, 


dA.C. étaient 
levé d'emploi 
LF 

3 
lettres moulées 

4 
sayable after date shown in item 
‘un régime collectif d’assurance - 5 


le montant, inscrire celui- ci dans 


Weeks/ Days 
Semaines / Jours 


4 7 ir + —| 


- = +—4 
st f 


| 1130-00) foal 
ak 16L0:06| is i 


an age 65) | 

autre que 65 ans) i 

\ Enter 9 
Code 


Inscrire 
le code 


ng | 


b ; 19 
+10 eC a oe | 


elow) y 
3/- dessous) : 
33 \ 


(A) 


(B) 


O 


21. 


Not returning Unknown 22. 
Retour non Date non 
prévu connue 


10 | 1660-60 | 


Total of all entries (rounded to nearest dolier) 
Montent total (arrond! eu dolier prés) 


| ee 


Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


NE ONE ZERO FIVE Five 


Telephone number of issuer 
Numéro de té/éphone du signalsire 


Area - Région N° 
>| | aI | 
te et a oleaeeneet se aes 


| am aware that it is an offence to make false entries and hereby certify that all statements on this form are (rue | 
Je reconnais que toute fausse déc/aration constitue une intraction et j'atteste, par jes présentes, que foules les | 
déclarations faites sur ce formulaire sont véridiques. 


Guide, para. 16 


Ext, - Poste 


Name of issuer- please print 
Nom du signataire (en lettres moulées) 


Signature of issuer 
Signature 


23. 
English French 
Anglais Francais 


O-J Y-A 
Date of issue- Date de délivrance > 


Disponible, francais premier (EMP 2106 FR) 


(EE’S COPY, PART ONE-DO NOT DETACH FROM PART Two 


‘EMPLOYE, PARTIE UN-NE PAS DETACHER DE LA PARTIE DEUX 


EAA MAY ANY RE LISED RY THE EMP! YER TO. WHOM IT WAS St IPPLIFD 


PART 
PARTIE t_ “4 


‘ 
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or 


Did the person work 


Did the person have 
arnings in each week of 
the pay period? 


Yes 


or 


period? 


he following chart will help you determine weeks of insurable employ- 
ent and insurable earnings in a bi-weekly pay period. 


Did the person work 
at least 30 hours 


Did the person have No 
earnings of at least 
$226 in the pay 


Did the person work 
for at least 15 hours 


or 


Did the person have 
earnings of at least $113 
in either pay week? 


ee a ee, oe Be 
Pay week examples: 


Bi-weekly pay period 


1. Pay weeks are the same as calendar weeks — 
so MT WT FE Ss 
12345 6 7 
8 910 11 12 13 44 


The pay period starts the 1st and ends the 14th. 
First pay week starts the Ist and ends the 7th. 
Second pay week starts the 8th and ends the 14th. 


Yes 


Yes 


[ 


Tne | 


| Two weeks of 

_ insurable 

| employment 

Insurable 

earnings up to 

a maximum 
of $1130 


One week of 
insurable 
employment 
Insurable 
earnings up toa 
maximum of $565 
Show a 1 in 
P.P. except. 
“‘weeks’’ column 


Pay period 
not insurable 
No insurable 

earnings 


2. Pay weeks are not the same as calendar weeks — 


SM TW tor Ss 
123 45 67 
(89 10 11 12 13 14 
qe 16 17 18 16 20 BF 


The pay period starts the 5th and ends the 18th. 
First pay week starts the 5th and ends the 11th. 
Second pay week starts the 12th and ends the 18th. 
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5 6 semi-monthly 
pay period 

The table below may be used to convert 
complete semi-monthly pay periods into 
weeks of insurable employment (2 1/6 
weeks of insurable employment for each 
complete semi-monthly pay period — 52 
weeks + 24 = 2 1/6). 


Note: Partial pay periods (where 

insurability was calculated 
on a weekly basis) must be added 
after the conversion. 


r 


Table C 
| Weeks of insurable employment | 
Number of Equivalent 
complete weeks of 
semi-monthly insurable 
pay periods employment 
1 2 1/6 
2 41/3 
3 6 1/2 
e 4 | 8 2/3 
5 10 5/6 
6 13 
E 7 a 15 1/6 
8 17 1/3 
9 19 1/2 
10 21 2/3 
11 23 5/6 
12 26 
13 28 1/6 
14 30 1/3 
| 15 . 32 1/2 
16 34 2/3 
17 36 5/6 
18 | 39 
iF 19 A1 116 
20 43 1/3 
21 45 1/2 
22 | 47 213 
23 49 5/16 
24 52 | 
5 [ How to complete 
Item 20: 
Semi-monthly 
pay period 


In this type of pay period, earnings are 
insurable for all the weeks in the pay 


period if the employee either worked or 
had earnings in each week and part-week 
and the earnings received or hours work- 
ed are at least the minimum for the pay 
period ($244.83 or 33 hours in 1988). 

If the earnings and hours worked do 
not meet the minimum for this type of 
pay period or if the employee did not 
work or have earnings in each week or 
part week of the pay period, insurability 
must be determined on a calendar week 
basis (Sunday to Saturday). Enter only 
the insurable earnings for the week or 
weeks of employment that were insurable 
and the figure 1 or 2 in the pay period ex- 
ceptions column (P.P. Except. “‘weeks’’) 
to show the number of weeks that were 
insurable. (A fraction of a week may be 
required in this column to identify part 
of a pay period which includes the 20th 
week of insurable employment.) 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least 10 pay 
periods, starting with the final pay period. 
More than 10 entries may be needed if any 
week or part of a week in any pay period 
was not insurable. 

If the employee has less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 

The maximum insurable earnings for 
a semi-monthly pay period in 1988 is 
$1224.16. 


5 insurable earnings 
in the 20th week: 

semi-monthly 

pay period 


Item 20 on the ROE is for listing insurable 
earnings by pay period for the last 20 
weeks of insurable employment or, if less 
than 20 weeks, the insurable earnings for 
the number of weeks shown in Item 12. 

How you calculate the insurable earn- 
ings for the 20th week of insurable 
employment (the last entry) will depend 
on whether the earnings are from a com- 
plete semi-monthly pay period or a par- 
tial pay period in which only | or 2 weeks 
were insurable. 


Complete pay period 

If an employee has more than 20 weeks 
of insurable employment, the 20th week 
may not coincide exactly with the end of 
a complete pay period. To determine the 
insurable earnings for the 20th week (the 
last entry), calculate the portion of the in- 
surable earnings in the pay period in 
which the 20th week falls. 

The table below shows you how to 
calculate the insurable earnings for the 
part of the pay period that includes the 
20th week. 

For example, earnings for 1/2 of a 
week from a complete semi-monthly pay 
period with insurable earnings of $830 
would be calculated as 23 per cent of the 
complete pay period (23/100 x $830 = 
$190.90). 


Table D 
Portion of semi-monthly 
pay period and percentage of © 
insurable earnings that applies 
to the 20th week of a 
insurable employment 
Portion of complete pay | Percentage of insura ble 


period that includes _jearnings in the complete 
20th week pay period to be a 


1/6 week 
1/3 
1/2 


2/3 
5/6 
1 


1 1/6 
1 1/3 
1 1/2 
1 2/3 


1 5/6 
2 


Note: This table should not be used fo 
the partial pay period calculation. 
described below. ; 


Partial pay period 

When you are calculating the insurabl 
earnings for the 20 weeks, the pay perio‘ 
covering the 20th week may not be a com 
plete semi-monthly pay period. Yo 
would have to calculate the earnings fron 
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a partial pay period consisting of one or 
itwo weeks to get the total insurable 
earnings for the 20 weeks. 

As shown in the example below, the 
employee’s last day worked is March 11, 
1988. The employee has worked eight 
complete pay periods (a total of 17 1/3 


i 


bi: Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 
Guide, para. 42 


SEMI- MONTHLY 


| Final pay period ending date 
Date de la fin de la derniére 
période de paye D- 


11 0.3/8.8) 


weeks) and two weeks of a partial pay 
period for a total of 19 1/3 weeks. To 
establish the total for 20 weeks, you must 
calculate 2/3 of the insurable earnings 
from the latest week in the partial pay 
period that covers the 20th week of 


period. 


jusqu'a un maximum de 20 semaines.) Guide, para. 43 


| 20. insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
i earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de paye, 


inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées a la case 12, 


“semaines” 
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insurable employment. Enter the amount 
in the insurable earnings column and 2/3 
in the pay period exceptions column. In 
the following example, earnings for 2/3 
of a week were calculated as 2/3 x 
$525 3= $350. 


The following chart will help you determine weeks of insurable 
employment and insurable earnings in a semi-monthly pay 


Semi-monthly pay period 


( P.P. except. PP. except 
4 Insurable Earnings “weeks” insurable Earnings “weeks” . 
| PP. Rémunération assurable P.P. except. Rémunération assurable P.P. except. Did the employee work 


“semaines” 


ae 


1050: 00! 


4 


or 


| Zod +. JL | 


period? 


Did the employee have 
earnings in each week or 
part-week of the pay | 


No 


Did the employee work for 


12A4 IE 


= 


Yes 


AGERE TA 


at least 15 hours in any 

calendar week or part- 

week in the pay period 
or 


at least 33 hours 
or 


AEA 
| 14833 | 


A533), 


Did the employee work for 


Did the employee have 
earnings of at least 
$244.83 in the pay period? 


Did the employee have 
earnings of at least $113 
in any calendar week (Sun. 
No >| - Sat.) or part-week in the 

pay period? 


LL4§- 33 


esa 


B/S 3 | 


<< 


© | 350.00 ¥, 


| (A) Total of all entries (rounded to nearest dollar) $ 
J Montent total (arrondi au dollar prés) 


One insured week for each calendar 
week in the pay period in which one 


been met up to a maximum of $565 


He | 


of the minimum requirements has 


per week (enter 1 or 2 in the P.P. 
except. ‘‘weeks’’ column) 


00 


“ Telephone number of issuer 
Numéro de téléphone du signataire 


Area- Région N° 


> 


it 1 1 


HONS IO 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


ONE ZERO EIGHT NINE ZERO 


Semi-monthly pay period 
is insured (2 1/6 weeks) up 
to a maximum of $1224.16 


Pay period is not 
insured 


No insured earnings 


Note: Amounts shown on the chart are effective from January 1, 1988 


Ext. - Poste 


1 L st 


7 déclarations faites sur ce formulaire sont Véridiques. 
Guide, para. 16 


Signature of issuer 
Signature 


BE at 
vy | am aware that it is an offence to make false entries and hereby certify that all statements on this form are true 
J@ reconnais que toute fausse déclaration constitue une infraction et Jatteste, par les présentes, que toutes les 


Name of issuer-please print 
Nom du signataire (en lettres moulées) 


to December 31, 1988. 


123. 


Date of issue-Date de délivrance > 


\) Disponible, frangais premier (EMP 2106 FE) 


NOT DETACH FROM PART TWO 
"PAS DETACHER DE LA PARTIE DEUX 


D-J M Y-A 
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Semi-monthly pay period 


1988 244.83 


1148.33 


229.66 
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5 O Monthly pay period 


The table below may be used to convert 
complete monthly pay periods into weeks 
of insurable employment (4 1/3 weeks of 
insurable employment for each complete 
monthly pay period — 52 weeks + 12 = 
4 1/3). 


Note: Partial pay periods (where 

insurability was calculated 
on a weekly basis) must be added 
after the conversion. 


Table E 
Weeks of insurable employment 


Number of complete 
monthly pay periods 


fee 


; 


Equivalent weeks of 
insurable employment 


OON|Oah inn = 
i) 
are 
i) 
= 
oo 


6 How to complete 
Item 20: monthly 
pay period 


In this type of pay period, earnings are 
insurable for all the weeks in the pay 
period if the employee either worked or 
had earnings in each week and part-week 
and the earnings received or hours work- 
ed are at least the minimum for the pay 
period ($489.66 or 65 hours in 1988). 
If the earnings and hours worked do 
not meet the minimum for this type of 
pay period or if the employee did not 
work or have earnings in each week or 
part-week of the pay period, insurability 
must be determined on a calendar week 
basis (Sunday to Saturday). Enter the 
insurable earnings for the week or weeks 
of work that were insurable. Put a 


figure 1, 2, 3 or 4 in the pay period ex- 
ceptions column (P.P. except. ‘*weeks’’) 
to show the number of weeks that were 
insurable. (A fraction of a week may be 
required in this column to identify part 
of a pay period which includes the 20th 
week of insurable employment.) 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five pay 
periods, starting with the final pay period. 
More than five entries may be needed if 
any week or part of a week in a pay 
period was not insurable. 

If the employee had less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 

The maximum insurable earnings for 
a monthly pay period in 1988 is $2448.33. 

in the 20th week: 


61 
monthly pay period 


Item 20 on the ROE is for listing insurable 
earnings by pay period for the last 20 
weeks of insurable employment or, if less 
than 20 weeks, the earnings for the 
number of weeks shown in Item 12. 

How you calculate the insurable earn- 
ings for the 20th week of insurable 
employment (the last entry) depends on 
whether the earnings are from a complete 
monthly pay period or a partial pay 
period in which only one, two, three or 
four weeks were insurable. 


insurable earnings 


Complete pay period 

If an employee has more than 20 weeks 
of insurable employment, the 20th week 
may not coincide exactly with the end of 
a complete pay period. To determine the 
insurable earnings for the 20th week (the 
last entry), calculate the portion of the in- 
surable earnings in the pay period in 
which the 20th week falls. 

The table below will show you how to 
calculate the insurable earnings for the 
pay period that includes the 20th week. 
For example, earnings for 2/3 of a week 
from a complete pay period with 
insurable earnings of $1800 would be 
calculated as 15 per cent of the complete 
pay period (15/100 x $1800 = $270). 
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Table F 
Portion of the monthly pay 
period and percentage of 

insurable earnings that applies 

to the 20th week of insurable 
employment 


20th week 


Portion of a complete | Percentage of insurable 18 
pay period that includes | _ earnings in that pay 


period to be reported 


on the ROE 


1/3 week 
2/3 
1 


7.7 per cent 
15 
23 


1 1/3 30.5 
1 2/3 38.5 
2 46 


2 113 53.5 
2 2/3 61.5 
3 69 


3 1/3 77 
3 2/3 
4 


Note: This table should not be used for. 
the partial pay period calcula‘ion” 
described below. 


Partial pay period 
When you are calculating the insurable 
earnings for the 20 weeks, the pay period 
covering the 20th week of insurable 
employment may not be a complete 
monthly pay period. You will have to 
calculate earnings from a partial pay 
period consisting of one, two, three or 
four weeks to get the total insurable ear- 
nings for the 20 weeks. 

As shown in the example below, an 
employee has worked four complete pay 
periods for a total of 17 1/3 weeks and 
two weeks in an incomplete pay period 
for a total of 19 1/3 weeks. To establish 
the total for 20 weeks, you must calculate 
2/3 of the insurable earnings from the 
latest week in the partial pay period that 
covers the 20th week of insurable employ- 
ment. Enter the amount in the earnings 
column and 2/3 in the pay period excep- 
tions column (P.P. except. ‘‘weeks’’). 
In the following example, earnings for 
2/3 of a week were calculated as 
2/3 « $525e=1 9350. 
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(B) For statutory holidays after termination- enter date of holiday and amount. 
Pour fétes légales aprés la cessation d’emploi-inscrire la date de Ja féte et le montant 


$ 
$ 


(C) Other monies (explain) - Autres sommes (préciser) 
Guide, para. 41 


$ 


Final pay period ending date 
Date de la fin de la derniére 


| bi: Pay period type (weekly, bi-weekly, etc.) 
q Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 


Guide, para. 42 na Maal alee ef 
MONTHLY 3,010 Ale § L 


yiig insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 
Rémunération assurable par période de paye (P.P.*) (En commen¢gant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées @ la case Te, 
jusqu'a un maximum de 20 semaines.) Guide, para. 43 


; i* P.P. except. P.P, except. 
/ insurable Earnings “weeks” insurable Earnings “weeks” 
PLP. Rémunération assurable P.P. except. Rémunération assurable P.P. except, 
} “semaines” “semaines” 
: 1 | 


* | L448 33 | 
| : A296:66 
Bl” 350-06 % I 
8 " 

9 

Fit T 


4 


(A) Totai of all entries (rounded to nearest dollar) 
Montent total (arrond! au dollar pres) 


1) 7.6.44 


(B) Please print this amount in words - Veuillez inscrire ce montant en /ettres moulées 


[ONE ONE ZERO FOUR TWO 
Be. Teleph b fi 


Area- Région N° Ext. - Poste 


re Cae 


| am aware that it is an offence to make false entries and eraby certify that all statements on this form are true. 
@ Je reconnais que toute fausse déclaration constitue une infraction et /'atteste, par les présentes, que toutes les 
déclarations faites sur ce formulaire sont véridiques. 


Guide, para. 16 


Signature of issuer 


Name of issuer- please print 
Signature 


Nom du signataire (en lettres moulées) 
D-J M Y-A 


Date of issue- Date de délivrance > 


Disponible, frangais premier (EMP 2106 FE) 


0 NOT DETACH FROM PART TWO 
E PAS DETACHER DE LA PARTIE DEUX PART 


E EMPLOYER TO WHOM IT WAS SUPPLIED PARTIE 
YENT PAR LiMPLOYEUR AUQUEL IL EST DESIGNE 


The following chart will help you determine weeks of insurable 
employment and insurable earnings in a monthly pay period. 


‘Monthly pay period 


Did the employee work 
or 

Did the employee have No 

earnings in each week and 
part-week of the pay 
period? Did the employee work for 
at least 15 hours in any 

Vee calendar week or part- 


week in the pay period 
or 


Did the employee have 
Did the employee work for earnings of at least $113 
at least 65 hours 


in any calendar week or 
or 
No 4 
Did the employee have | No > ot pec eka He ie 
earnings of at least pay P : 
$489.66 in the pay period? 


Yes 


One insured week for each calendar 
week or part-week in the pay period 
Yes in which one of the minimum No | 
requirements has been met, up to LL 
a maximum of $565 per week 
(enter 1, 2, 3 or 4 in the P.P. except. 
“‘weeks’’ column) 


Monthly pay period Pay period is not 
is insured (4 1/3 weeks) up insured 
to a maximum of $2448.33 


No insured earnings 


Note: Amounts shown on the chart are effective from January 1, 1988 
to December 31, 1988. 


“Monthly pay period 


459.33 2296.66 
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6 2? 13 pay periods a year 


In this type of pay period, earnings are 
insurable for four weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($452 or 60 hours in 1988). 

- When the earnings and hours worked 
in the full pay period do not meet the 
minimum for this pay period, insurabili- 
ty must be determined on a pay week 
basis. (See paragraph 4 of this guide for 
a definition of a ‘‘pay week’’.) 

If the employee had no insurable 
earnings in some of the pay weeks of a 


pay period, enter only the insurable ear- 
nings for the weeks that were insurable. 
Enter the figure 1, 2 or 3 in the pay period 
exceptions column (P.P. Except. 
“‘weeks’’) to show the number of weeks 
that were insurable. 

If the employee has 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five pay 
periods, starting with the final pay period. 
More than five entries will be needed if 
one pay week in any pay period was not 
insurable. 

When an employee has more than 20 
weeks of insurable employment, the in- 
surable earnings for only one, two or 
three weeks may be needed to cover the 
20th week. In such a case, the insurable 


13 pay periods a year 


periods a year. 


13 pay periods a year j 


earnings to be entered would be: one week 
— 25 per cent, two weeks — 50 per cent, 
or three weeks — 75 per cent. 

If the 20th week does not fall in a com- 
plete (four insurable weeks) pay period, 
enter the insurable earnings of the pay 
week(s) required to reach a total of 20 


weeks. In the column P.P. Except. 
‘‘weeks’’, enter the figure 1, 2, or 3, 
depending upon the number of weeks re- 
quired to complete this item. 

If the employee had less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each pay period. 

The maximum insurable earnings for 
a pay period in 13 pay periods a year is 
$2260 in 1988. 


Sone 


The following chart will help you determine weeks of insurable 
employment and insurable earnings when you have 13 pay 


2260.00 


Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 
Guide, para. 42 


NEE YN SOS igs 


Final pay period ending date 
Date de la fin de la derniére 
période de paye D-J 


i alo3l eZ Yes 


Did the employee work 


2120.00 or 
Did the employee have Y No 
earnings in each week eel or 2 


of the pay period? 


Did the employee work for 


insurable Earnings by Pay Period (P.P.*) (Starting with the tinal pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) ‘is 
Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emplci assurable indiquées a la case 12, 


jusqu'a un maximum de 20 semaines.) Guide, para. 43 


at least 15 hours during 
one or more calendar 
weeks or part-week in the 


P.P. except * 
Insurable Earnings “weeks” 

Rémunération assurable P.P. except 

“semaines” 


Insurable Earnings “weeks” 
Rémunération assurable 


Re except P or 


PP. except 
| “semaines” 


IbCS.00\ 1 


Did the employee work for 
at least 60 hours 


Did the employee have 
earnings of at least 
$452 in the pay period? 


pay period 
or 
Did the employee have 
->| earnings of at least $113 
in any calendar week (Sun. 
- Sat.) or part-week in the 
pay period? 


L&LG60- 06) 


= T 
Yes 


One insured week for each calendar 
week or part-week in the pay period 
in which one of the minimum 
requirements has been met, up to 
a maximum of $565 per week 
(enter 1, 2 or 3 in the pay period 
exception column) 


AIb6-00| 
A1l120.00| 
PN WaereY | 


* | L57F: 00 3 


7 = _ 


Pay period is not 
insured 


No insured weeks 


Four weeks of insurable 
employment 
insurable earnings up 
to the maximum of $2260 


Montant total (arrond! au dollar prés) 


(A) Total of all entries (rounded to nearest dollar) | 00 


/,6,9,0,0 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


ONE ZERO NINE ZERO ZERO 


Note: Amounts shown on the chart are effective from January 1, 1988 
to December 31, 1988. § 


2 
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63 Special rules 


Special rules apply to people who are paid 
on commission and piece-work and to 
teachers and professional athletes on 52- 
‘week contracts. For exact details on how 
to determine insurable earnings for such 
employees, you should refer to the RCT 
booklet Canada Pension Plan Contribu- 
ition and Unemployment Insurance 
Premium Tables. For Québec employers, 
the publication is entitled Unemployment 
Insurance Premium Tables. 

_ The following information will help 
you to determine the insurable weeks and 
the insurable earnings in Item 20 on the 
ROE for special groups of workers. 


6 Earnings calculated 
: on a regular 
pay period basis 


If the employee is paid only by piece-work 
Or commissions on a regular basis, such 
as bi-weekly or semi-monthly, follow the 
‘instructions for the completion of Item 
20 for the type of pay period involved. 
This also applies to the following in- 
stances when paid on a regular basis: 


(1) drawings where no periodic settle- 
ment of account is made; and 


(2) remuneration paid to an individual 
employed under a contract of service 
for a period of 52 consecutive weeks 
and paid in 10 or 22 payments. 
(Follow the instructions in paragraph 
67.) 


If the employee is paid a combination 
of regular salary and commission, see 
Daragraph 65. 


6 Earnings calculated 
on a yearly basis 


dere are the conditions under which earn- 
ngs are calculated on a yearly basis: 


§ Commissions 
intervals; 


paid at irregular 


‘® A combination of drawings or regular 
| salary, and commissions; 


4 Sums debited to drawing account at ir- 
regular intervals; 


29 


@ Piece-work when settled at irregular 
intervals; 


@ Remuneration paid to an individual 
employed under a contract of service 
for a period of 52 consecutive weeks, 
when the payments do not extend over 
the entire 52-week period and are paid 
in other than 10 or 22 payments. 


These earnings are considered as 
insurable on the basis of a calendar year 
beginning with the first dollar, paid up 
to the maximum yearly insurable earn- 
ings. In 1988, the maximum yearly 
insurable earnings is $29 380. Special 
provisions exist for deducting UI 
premiums if the regular UI premium 
tables do not apply. For information, 
contact your local District Taxation 
Office. 

This system of calculating insurable 
earnings and weeks of insurable employ- 
ment has been devised to accommodate 
employees with fluctuating incomes. It 
also permits a fairer appraisal of the 
employee’s income and could increase the 
worker’s entitlement to UI benefits. 

For example, a real estate agent may 
only receive two $5,000 commissions in 
a year. If we applied normal pay period 
rules, this employee would only be in- 
sured for two weeks at $565 per week, the 
weekly maximum in 1988. However, if we 
average the income, by dividing the yearly 
gross income by 52, the employee would 
have 52 weeks of insurable employment 
at $192.31 per week. 


Total gross earnings 

(in each calendar year) _ Average weekly 
Number of weeks earnings 

of work 

(in each calendar year) 

Both the earnings and the weeks are 
insurable if they meet the minimum week- 
ly requirements for the calendar year in 
question. (See special note, page 31.) 


When less than a full year is involved 
When the employment of an employee 
begins after the start of a calendar year 
or terminates before the end of the year, 
make a proportional adjustment to the 
maximum yearly insurable earnings. To 
adjust the insurable earnings, consider 
only the weeks of employment in each 
calendar year. The adjusted maximum 


___ Instructions for special 
_ groups of workers 


yearly insurable earnings equals the week- 
ly maximum earnings multiplied by the 
number of weeks of employment in that 
calendar year. For example, an employee 
working from November 2, 1987 to May 
27, 1988 would have eight insurable weeks 
in 1987 with maximum insurable earnings 
of $4240 (8 x $530 or 8/52 x $27 560), 
and 22 insurable weeks in 1988 with maxi- 
mum insurable earnings of $12 430 (22 x 
$565 or 22/52 x $29 380). 


Reduction in the maximum 

yearly insurable earnings because 
of a leave without pay 

When an employee is on leave of absence 
and is not receiving earnings from the 
employer for a period of one week or 
more, the maximum insurable earnings 
for the year is determined by subtracting 
from the maximum yearly insurable earn- 
ings, the maximum weekly insurable earn- 
ings multiplied by the number of weeks 
in the period of leave. For example, an 
employee worked 10 weeks and then was 
absent without pay for one week because 
of illness. He returned to work for three 
weeks, then quit. Only 13 of the 14 weeks 
will be considered as weeks of insurable 
employment in order to calculate the 
yearly insurable earnings. For informa- 
tion on how to allocate insurable earnings 
and calculate the premiums payable, 
please contact your nearest District 
Taxation Office. 


Item 19 

When completing an ROE for an 
employee whose earnings are calculated 
on a yearly basis, the pay period type 
(Item 19) should be shown as weekly 
(yearly basis) and the last pay period en- 
ding date should be the Saturday of the 
calendar week in which the employment 
ceased. Use the ‘‘Comments”’ section in 
Item 14 to describe the type of payments 
(e.g. combination of salary and 
commission). 


Item 20 — 

Completion 

Average the earnings over the number of 
weeks of insurable employment in the 
most recent calendar year (January 1, 
1988 to last day worked). If there are 
fewer than 20 weeks of insurable employ- 
ment, you will need a separate calculation 
for 1987. These are again the insurable 
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earnings in the year divided by the 
number of calendar weeks of insurable 
employment in that year. The example 
below will clarify. 


6 Example for a 
commissioned 


salesperson with 
premium deductions 
on a yearly basis 


Date Amount of 
commissions commissions 
paid paid 
January 21, 1987 $ 6 500 
March 6, 1987 3 220 
March 27, 1987 7 500 
July 2, 1987 8 520 
October 30, 1987 3 980 
1987 Total $ 29 720 
Date Amount of 
commissions commissions 
paid paid 
January 4, 1988 $ 17 000 
January 18, 1988 5 900 
February 3, 1988 7 500 
February 22, 1988 5 000 


1988 Total $ 35 400 


@ First day worked December 1, 1986 
Resigned February 20, 1988 


This worker was engaged as a commis- 
sioned salesperson with payments made 
at irregular intervals and UI premiums 
deducted on a yearly basis. 


@ In 1987, the employer had deducted the 
maximum yearly UI contributions by 
July 2. On that date, the total earnings 
were $27 560, an amount equal to the 
maximum insurable earnings for 1987. 


@ In 1988, the employer would have 
deducted the maximum yearly UI con- 
tributions by February 3, 1988. On that 
date, the total earnings met the max- 
imum insurable earnings of $29 380 for 
1988. 


ae 


w As the employee resigned on February 
20, 1988, the employer must adjust the 
maximum insurable earnings for 1988 
to $4520 (8 weeks x $565). 


The Record of Employment should be 
completed as follows. 


Pay period type (weekly, bi-weekly, etc.) 
Genre de période de paye 
(hebdomadaires, de quinzaine, etc.) 


Guide, para. 42 
ARL 


Insurable Earnings by Pay Period (P.P.*) (Starting with the final pay period, enter the insurable 
earnings for the insurable weeks shown in item 12, up to a maximum of 20 insurable weeks.) 

Rémunération assurable par période de paye (P.P.*) (En commengant par la derniére période de paye, 
inscrire le montant de la rémunération assurable des semaines d'emploi assurable indiquées a /a case 12, 


Final pay period ending date 
Date de /a fin de la derniéré 
péeriode de paye D-J 


nployee’s Social Insurance No. 
‘ d'assurance sociale de I'employé 


jusqu'a un maximum de 20 semaines.) Guide, para. 43 
* lie P.P. except P.P. except 
Insurable Earnings “weeks” insurable Earnings “weeks” 
PP. Rémunération assurable P.P. except. Rémunération assurable P.P. except. 
ih Ne ‘semaines | -‘semaines 
1 
S45 .00} 
ao: 
ie in the last 52 i 
) this employee, 
> ‘ 
is dA.C. étaient ia | 
relevé d'emploi 
gnu. 
3 
an lettras moulées | 
= i 
4 ' 
t ee 
s payable after date shown in item ij \ TI 
1 d'un régime collectif d’assurance - 5 } 
ez le montant, inscrire celui -ci dans [ s'l 
Weeks/ Days 6 z 
Semaines / Jours 
alia wt Vit Ss 
eA, te eh Bye. em area 7 
= {es 
' 
a ee ae ee 
Tinks Oo paw ‘ 
than age 65) —* Ze4 = 
yn autre que 65 ans) ] 
PIR ae Ot ae Enter i) if Z0 re) 6) 
Code . 
S : Inscrire art ——t —_t— ai 
Se ae = ea le code 10 
ining 
apprentissage ee 


$30.0 
(0) 


(A) Total of all entries (rounded to nearest dollar) $ be 00 
Montent total (arrond! au doller prés) oO 


(B) Please print this amount in words - Veuillez inscrire ce montant en lettres moulées 


ONE ZERO EIGHT EIGHT ZERO 


“ Telephone number of issuer 
Numéro de té/éphone du signataire 


below) y 
r ci-dessous) 
a. 33 \ 


| Area- Région N° Ext, - Poste 


Bil ——— Wale oad | . J. — 


1 am aware that it is an offence to make false entries and hereby certify that all statements on this form are true. 
Je reconnais que toute fausse déclaration constitue une infraction et j'atteste, par les présentes, que toutes les 
déclarations faites sur ce formulaire sont véridiques. 


Guide, para. 16 


Unknown 
Date non 
connue 


) Not returning 
Retour non 
prévu 


\ 
| 

Signature of issuer | Name of issuer- please print 
I 


Signature Nom du signataire (en lettres moulées) 
D-J M Y-A 
Date of issue-Date de délivrance > 


English French 
Anglais Francais 


JYEE’S COPY, PART ONE-00 NOT DETACH FROM PART TWO 
L'EMPLOYE, PARTIE UN-NE PAS DETACHER DE LA PARTIE DEUX PART 4. 


Disponible. francais premier (EMP 2106 FE 
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Special note 

If this worker’s total commissions 
for 1988, in the eight week period, 
were less than $904 (8 x $113), the 
worker’s earnings would be less 
than the minimum weekly insur- 
able earnings of $113 (1988). The 
worker would not be in insurable 
employment for any one week in 
the eight week period unless the 
worker or the employer could 
substantiate the employee worked 
15 hours or more in any one calen- 
dar week. If this is the case, each 
calendar week the employee work- 
ed at least 15 hours would be a 
week of insurable employment. An 
adjustment would be made to the 
employer’s and the employee’s UI 
premiums accordingly. You should 
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contact your local District Taxation 
Office if you are uncertain as to 
whether the worker was in insurable 
employment for all or any of the 
weeks employed. 


Commissions paid after 

termination of employment 

The final payment of commissions may 
be paid after the initial Record of 
Employment was issued. These commis- 
sions must be added to the gross earnings 
of the last year of employment and the 
insurable earnings calculated again. As 
the amended insurable earnings will be 
greater than the insurable earnings 
reported on the initial ROE (except when 
the insurable earnings were already at a 
maximum of $565), an amended Record 
of Employment must be issued. This 


ment and insurable earnings: 


The following chart will help you determine weeks of insurable employ- 


Earnings calculated on a yearly basis _ : 


F = 
| Was the employee under a contract of service for the entire calendar year? | 


Yes 


amended ROE must be completed in its 
entirety and distributed according to the 


instructions in paragraph 14. 

6 annual contracts 
where services are 

not performed for the entire 


52 weeks (e.g. teachers 
and professional athletes) 


Workers employed under annual con- 
tracts where services are not performed 
for the entire 52 weeks may be paid 10 
or 22 times a year. These workers may in- 
clude full-time teachers, professional 
athletes and marine captains and chief 
engineers for inland waters, to name a 
few. 

The following chart provides the 
minimum hours, the minimum and maxi- 
mum insurable earnings and the 


Employed under 


equivalent weeks of insurable employ- 
ment by pay period for those paid 10 or 
22 times a year. 


Earnings 


No | 


Did the employee earn 
at least $5876 
($113 x 52 weeks) and 
not take a leave of absence 
for any full calendar week 
without pay? 


! 


Did the employee’s earnings 
average at least $113 for each 
calendar week of the contract of 
service excluding any weeks the 
employee was on a leave of 
absence without pay? 


ve fe 4 


Pay periods 
1987 


Pay periods minimum maximum | equivalent 
1988 $ or earnings from weeks 
10 587.60 78 hours 2938.00 5.2 

22 267.09 35 hours 1335.45 2.36 


minimum maximum | equivalent 


weeks 


any of these calendar weeks? 


Did the employee work for 15 hours or more in 


10 


Yes No 


Each week where it 


Each calendar week is 
insurable at the weekly average 
up to a maximum of $565. 


can be substantiated 


that 15 or more hours 

were worked, would be 
a week of insurable 
employment. Contact 


No weeks of insurable 
employment 

No insurable earnings 
for the year 


your District Taxation 
Office for a ruling 
if you are uncertain 
about the insurability 
of these weeks. 


| 52 weeks of insurable 
employment 


Insurable earnings at the 
weekly average up to a 
maximum of $565 


22 250.54 


or earnings from a $ 


2756.00 | 5.2 
1252.72 2.36 


78 hours 
35 hours 


These pay periods can only be used if 
the employee remains in an ‘‘employed”’ 
status under the contract for the full 52- 
week period. If the employee quits or 
takes a leave of absence without pay prior 
to the end of the contract year, the 
employer must recalculate the weeks of 
insurable employment and insurable earn- 
ings on a calendar week basis. (Refer to 
paragraph 69 — except for teachers, refer 
to paragraph 70.) 

Normally, a worker under a 52-week 
contract has no layoff or separation for 
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the duration of the contract and is paid 
for the full duration of the contract. 
Where this is the case, a Record of 
Employment should not be issued at any 
time during the period covered by the 
contract unless it is requested by the 
Commission. 

However, if the contract is not renew- 
ed, the Record of Employment must be 
issued and is to be completed as follows. 


Item 9 — 

First day worked 

This will be the starting date of the 
contract. 


Item 10 — 

Last day worked 

This will be the last day the employee 
performed services. 


Item 11 — 
Ul premiums payable up to 
This will be the last day of the contract. 


Item 19 — 

Pay period type 

This will be ‘‘10 pay periods’”’ or ‘‘22 pay 
periods’’. 


Item 19 — 
Final pay period ending date 
This will be the date of the last payment. 


6 8 Item 20: 
Annual contracts 


paid 10 or 22 times 
a year 


If the employee is paid 10 times per year, 
one payment is equivalent to 5.2 weeks 
(52 + 10 = 5.2). Item 20 is to be com- 
pleted showing 3 entries at 5.2 weeks per 
entry and one entry at 4.4 weeks. 
Remember, the maximum insurable earn- 
ings for 5.2 weeks is $2938 (5.2 x $565 
= $2938). To obtain the insurable earn- 
ings for the last entry, which represents 
only 4.4 weeks, calculate 85 per cent of 
the insurable earnings of the fourth last 
pay period. For example, an employee 
received $2000 per pay period. Item 20 
would show three entries at $2000 and 
5.2 p.p. exception weeks each, and one 


The Record of Employment 


entry at $1700 and 4.4 p.p. exception 
weeks (85 per cent x $2000 = $1700). 

If the employee is paid 22 times per 
year, one payment is equivalent to 2.36 
weeks (52 + 22 = 2.36). Item 20 is 
to be completed showing eight entries at 
2.36 weeks per entry and one entry at 
1.12 weeks. Remember, the maximum 
insurable earnings for 2.36 weeks is 
$1333.40 (2.36 x $565 = $1333.40). To 
obtain the insurable earnings for the last 
entry, which represents 1.12 weeks, calcu- 
late 47 per cent of the insurable earnings 
of the ninth last pay period. For exam- 
ple, an employee received $1000 per pay 
period. Item 20 would show eight entries 
at $1000, and 2.36 p.p. exception weeks 
each, and one entry at $470 and 1.12 p.p. 
exception weeks (47 per cent x $1000 = 
$470). 


6 Interruption of 
earnings during an 
annual contract 
when paid 10 or 22 
times a year 


If an employee quits or takes a leave of 
absence without pay prior to the end of 
the contract year, the employer must 
recalculate the weeks of insurable employ- 
ment and insurable earnings on a calen- 
dar week basis by determining the number 
of weeks ‘‘employed’’ during the contract 
year. A recalculation is required as the 
employee will not be ‘‘employed’’ for 52 
weeks and thus will not have 52 weeks of 
insurable employment. 

The employer must determine the 
number of calendar weeks employed from 
the starting date of the contract to the 
date of the interruption of earnings. If the 
employee is receiving paid sick or mater- 
nity leave payments, the interruption of 
earnings will not occur until these 
payments fall below 60 per cent of the 
normal weekly insurable earnings. The 
employer will then divide the earnings 
received by the number of weeks 
‘“employed’’ to obtain the weekly in- 
surable earnings. 

If the employee worked for you during 
the previous contract year, the Record of 
Employment will contain data from the 


previous contract year as the ROE must 
cover the last 52 weeks. 

The Record of Employment is to be 
completed as follows. 


Item 9 — 

First day worked 

This will be the starting date of the con- 
tract. If the employee worked for you 
during the previous contract year, it will 
be the starting date of the previous 
contract. 


Item 10 — 

Last day worked 

This will be the last day the employee per- 
formed services. 


Item 11 — 

UI premiums payable up to 

This will normally be the date of the in- 
terruption of earnings. Please refer to 
paragraph 30. 


Item 14 — 

Comments 

If the Record of Employment includes a 
period from the previous contract year, 
indicate the previous pay period type (e.g. 
‘10 pay periods’’) and the previous 
contract ending date. 


Item 19 — 
Pay period type 
Show ‘‘weekly’’. 


Item 19 — 

Final pay period ending date 

Show the Saturday of the week in which 
the interruption of earnings occurred. 


Item 20 — 

insurable earnings by pay period 

As the weekly insurable earnings are the 
same for the period covered by the last 
contract, just write the amount in the first 
and last entry covering the period and 
draw a line through the blocks in 
between. If the last 20 weeks cover a 
period from the previous contract year, 
enter the required p.p. exception weeks 
and the corresponding insurable earnings 
for a total of 20 weeks. The 20th week 
may not coincide with the end of a com- 
plete pay period. To determine the 
insurable earnings for the 20th week (the 
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last entry), calculate the portion of the 
insurable earnings in the pay period in 
which the 20th week falls. 
| For example, an employee was 
employed only 18 weeks during the last 
contract year. In the previous contract 
year the employee was paid 10 times a 
year with each pay period equal to 5.2 
weeks. As two weeks of insurable earn- 
ings are to be shown in the last entry, 
calculate the insurable earnings as 
follows: (2 weeks + 5.2 weeks) x in- 
surable earnings of the pay period 
represented by the 5.2 weeks. 

The last entry will show p.p. exception 
weeks as 2. 
The formula to use for the 20th week, 
whether the 20th week is to be obtained 
from a 10 pay period or a 22 pay period 
is as follows: 


# of weeks required Insurable earnings 
# of weeks represented 0f that pay period 
by the pay period 


7 Interruption of 
earnings during 
annual contract: 
Teachers 


The following are general statements 
only, due to the variety of contracts for 
teachers (i.e. weekly, monthly). If you are 
uncertain about the weeks of insurable 
employment or insurable earnings, please 
contact your District Taxation Office. 


Teachers employed in New- 
oundiand, New Brunswick, 
_ Prince Edward Island, Québec, 
_ Saskatchewan and British Col- 
_umbia have a contract of service 
_ from July 1 to June 30. 


When a teacher in one of these provinces 
las an interruption of earnings due to the 
‘ermination of the contract or the grant- 
yng of unpaid leave during the teaching 
yeriod, the total weeks of insurable 
employment is based on the earnings 
‘eceived as a proportion of the annual 
salary. 
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Earnings from start of 


contract to interruption Weeks of 
of earnings x 52 = insurable 
Total annual salary employment 


For example, a teacher’s annual salary is 
$24 950. The teacher stops work 
December 31 and has been paid $10 080. 
The number of weeks of insurable 
employment are calculated like this: 


$10 080 X 52 = 21 weeks of insurable 
$24 950 employment (if the 
oo number of insurable 
weeks is a fraction, i.e. 
21 1/3, then it should be 
rounded up to the next 
whole number — 22). 


To calculate the weekly insurable ear- 
nings, divide the salary received by the 
number of weeks of insurable employ- 
ment calculated according to the formula 
noted above. 


Teachers’ contracts in Ontario, 
Manitoba and Alberta run from 
September 1 to August 31. 


When a teacher quits, is laid off, is 
dismissed or takes an unpaid leave of 
absence during the teaching period, the 
weeks of insurable employment will be 
the number of full and partial calendar 
weeks between the starting date of the 
contract and the date the contract is ter- 
minated or the teacher commences unpaid 
leave. 

If the contract is terminated or the 
teacher asks for an ROE for maternity or 
adoption during the non-teaching period, 
the weeks of insurable employment will 
be the number of full and partial calen- 
dar weeks between the starting date of the 
contract and the date the contract is ter- 
minated or the date the leave of absence 
commences. 


Teachers’ contracts in Nova 
Scotia run from August 1 to July 
31. 


If a teacher quits, is laid off, is dismissed 
or takes an unpaid leave of absence dur- 
ing the teaching period, the weeks of 


insurable employment will be the number 
of full and partial calendar weeks between 
the starting date of the contract and the 
date the contract is terminated or the 
teacher commences unpaid leave. 

If the contract is terminated or the 
teacher asks for an ROE due to maternity 
or adoption leave during the non-teaching 
period in July, and he/she has taught the 
full period, the weeks of insurable 
employment will be the number of full 
and partial calendar weeks between the 
starting date of the contract and the date 
the contract terminated or the date the 
leave of absence commences. 

When a teacher asks for an ROE due 
to maternity or adoption leave during the 
non-teaching period in August, and has 
not yet taught during the current contract, 
report only the weeks of insurable 
employment up to July 31. 


Completing the 
Record of Employment 


The Record of Employment is to be 
completed as follows whether the inter- 
ruption of earnings occurs during or at 
the end of the contract year. 


Item 9 — 

First day worked 

This will be the starting date of the con- 
tract. If the teacher was employed during 
the previous contract year, it will be the 
starting date of the previous contract. 


Item 10 — 

Last day worked 

This will be the last day the teacher 
taught. 


Item 11 — 

Ul premiums payable up to 

This will be the date the contract was ter- 
minated or the date prior to the date the 
leave without pay commenced, whichever 
is applicable. 


Item 14 — 

Comments 

If the Record of Employment includes a 
period of the previous contract year, in- 
dicate the previous pay period type (e.g. 
“10 pay periods’’) and the previous 
contract ending date. 
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Item 19 — 

Pay period type and final 

pay period ending date 

If the ROE covers only part of the con- 
tract year, contact your local CEC or the 
ROE specialist serving your area for 
details. 

If the ROE covers a complete contract 
year, enter your pay period type, ‘‘bi- 
weekly, monthly, etc.’’. Enter the ending 
date of the final pay period for the year. 
For example, if the last day worked was 
June 26 but the final pay period ends 
June 30, enter June 30. 


Item 20 — 

Insurable earnings by pay period 
How this item will be completed depends 
on the method used to calculate the in- 
surable earnings. 

If the ROE covers only part of the con- 
tract year, contact your local CEC or the 
ROE specialist serving your area for 
details. 

If the ROE covers a complete contract 
year, refer to the instructions for this item 
according to your pay period type (see 
paragraph 43). 

When the insurable earnings are the 
same for each pay period, just write the 
amount in the first and last entry and 
draw a line through the blocks in 
between. 

The 20th week may not coincide with 
the end of a complete pay period. To 
determine the insurable earnings for the 
20th week (the last entry), calculate the 
portion of the insurable earnings in the 
pay period in which the 20th week falls. 
The calculation will reflect the type of pay 
period from which the 20th week must be 
obtained. Please refer to the appropriate 
pay period type in this guide for the 
calculation of the 20th week (e.g. 
paragraph 69 for 10 or 22 pay periods, 
paragraph 61 for monthly). 


7 { Daily payroll and 
other 
special groups 


Insurable earnings for employees paid on 
a daily basis must be calculated according 
to RCT instructions. Please refer to their 
publications Canada Pension Plan Con- 
tribution and Unemployment Insurance 
Premium Tables or, for Québec 
employers, Unemployment Insurance 
Premium Tables. 

When insurable earnings have been 
calculated, complete Item 20 by follow- 
ing the instructions for weekly pay 
periods (paragraph 54). 

Special rules apply to workers such as 
barbers, hairdressers and taxi and 
passenger vehicle operators. If you are in 
any doubt about weeks of insurable 
employment or insurable earnings, refer 
to the RCT publications mentioned 
above. Once you have determined the 
weekly earnings for these workers, follow 
the instructions for weekly pay periods 
(paragraph 54). 


[ Persons employed 
on board a ship 


For employers of persons employed on 
board a ship and covered by Canada 
Labour Code Regulations respecting the 
hours of work of employees engaged in 
shipping, please record in Item 14 ‘‘Com- 
ments’? of the ROE any outstanding 
balance of leave pay, the number of leave 
days/lay days which the employee has 
accrued but not taken (as days off) up to 
the date of layoff and the hourly wage. 
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Jour férié tombant apres la cessation d’emploi. 


Salaire tenant lieu de préavis 
Heures supplémentaires accumulées 
Crédits accumulés de congé 
de maladie 
Participation aux bénéfices — Primes 
Sentence arbitrale (prime a linitiative 
ou brevet) 
Somme versée en reconnaissance 
de longs états de service (indemnité 
de départ) ou pour perte de |l’emploi 


Sommes versées au titre d’un renvoi 
ayant fait objet d’une contestation 
et d’une ordonnance de retour au 
travail (sans avis a l’employe) 


Augmentation rétroactive de salaire 


Prestations supplémentaires de 
chémage approuveées par la CEIC 


PV Valtll OU la PoOMUuUC 
de paye ou tombe le 
jour férié 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versée 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est versée 


Répartir sur la période 
de paye a l’égard de 
laquelle la somme 
est versee 


Non assurable 


Mevpallll oul lad PCMnouUuc 
de paye ou tombe le 
jour férié 


Soumettre le cas a RC,| 


Répartir sur la période 
de paye au cours de 
laquelle la somme 
est verséee 


Répartir sur la période 
de paye a l’égard de 
laquelle la somme 
est versée 


Non assurable 
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de la derniére période de 
paye de l'emploi assurable 
jusqu’a concurrence du 
maximum assurable pour 
cette période 


Ajouter a la remuneration 


de la derniére période de 
paye de |l’emploi 
assurable jusqu’a 
concurrence du maximum 
assurable pour cette 
période 


Ajouter a la reémuneé- 
ration de la derniére 
période de paye de 
l'emploi assurable 
jusqu’a concurrence 
du maximum assurable 
pour cette période 


Répartir sur la période 
de paye a l’éegard de 
laquelle la somme 
est versée 


Non assurable 
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Tableau de détermination de la remunération assurable 


Versée avant la Versée durant une Versée aprés la 
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Genre de rémunération 


Salaire ou rémuneération 

Commissions ou primes 

Congé de maladie payé par |’employeur 

Autre congé payé par l’employeur 

Complément d’indemnité d’assurance- 
salaire versé par |l’employeur 

Prime de poste 

Heures supplémentaires (non accumulées) 

Rémunération payée en retard 


Paye de vacances — l’employé 
prend le congé 


Paye de vacances — l’employé 
ne prend pas le congé 


employé 


Paye de vacances — versée a | 
avec chaque cheque de paye 
ou versée dans un fonds en fiducie 


cessation d’emploi mise a pied 
(inclut les sommes 

versées au cours de la 

semaine de cessation 

d’emploi ou au moment 

de la cessation 

d’emploi avec le dernier 


cheque de paye) 


Répartir sur la période 
de paye pour laquelle 
la somme est versée 


Répartir sur la période 
de paye pour laquelle 
la somme est versée 


Répartir sur la période 
de paye pour laquelle 
la somme est versée 


Répartir sur la période Non assurable 
de paye au cours de 
laquelle la somme 


est versée 


Répartir sur la période Sans objet 


de paye au cours de 
laquelle la somme 
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Soumettre le cas a RC,| 


cessation d’emploi 


Répartir sur la période 
de paye pour laquelle 
la somme est versée 


Ajouter a la rémunération 
de la derniére période 
de paye de |’emploi 
assurable jusqu’a 
concurrence du maximum 
assurable pour 
cette période 


Ajouter a la remunération 
de la derniére période 
de paye de |’emploi 
assurable jusqu’a 
concurrence du maximum 
assurable pour cette 
période 


Sans objet 
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a | 


Record of Employment advisors 


ae : ; Montréal Centre 273-3311 
eA big he Montréal Centre-Nord 722-2531 
Burnaby See Vancouver (Metro) Brandon 727-6949 Montréal Centre-Sud 283-3450 
Campbell River 286-6212 Selkirk 482-3323 Montréal Est 255-9113 
Chilliwack 792-1371 Thompson 677-4342 Montréal Nord-Ouest 735-5784 
Coquitlam 464-7144 Winnipeg 983-3094 Montréal Ouest 634-7131 
Courtenay 334-3151 Other Zenith 4-6100 Montréal Rive-Sud 679-4061 
Cranbrook 489-4101 New Richmond 392-4431 
Dawson Creek 782-5877 Saskatchewan Québec Beauport 529-8792 
Duncan 748-5231 Québec Charlesbourg 627-4414 
Kamloops 572-2519 Oe ne ee employs Québec Ste-Foy 648-3901 
Kelowna 762-3018 p a ae Ch hee se eA Rouyn 164-6711 
Langley 53312018 cee ht ae : Sherbrooke 564-5830 
Matsqui 854-2400 Oniane St-Hyacinthe 773-7481 
Nanaimo 754-0222 St-Jean 348-0961 
Nelson 352-3155 Brantford 756-6101  St-Jérome 436-4230 
New Westminster 526-4511 Hamilton (Local calls) 572-2796  ‘Trois-Riviéres 379-3900, 
North Vancouver See Vancouver (Metro) Kitchener 579-1550 Ville St-Georges 228-8806 
Penticton 492-3848 St. Catharines 688-3663 } 
Port Alberni 724-0151 Scarborough 973-8900 Nova Scotia | 
Powell River 485-2721 (Serving the Toronto . 
Prince George 561-5200 Metropolitan Area) Amher st ye 
Prince Rupert 624-9671 Regional (Hotline) 1-800-263-8364  ntigonish 863-09) 
Regional H.Q. 666-0142 Bridgewater 543-9181 
Richmond See Vancouver (Metro) Prince Edward Island Digby 245 4781 
Saanich 727-6551 Halifax 426-2718 
sige 588-5981 Charlottetown 566-7743 Kentville 678-8483 
: 635-7134 Montague 566-7671 New Glasgow 752-0500 

errace 
: 566-7649 Port Hawkesbury 625- = 
Trail 368-5566 cummerside 436-4821 Syd 564-7254 
Vancouver (Metro) 666-0057 peney : 
681-8253 Truro 895-164 
Vancouver (Regional Hot Line) 666-3196 Alberta Windsor 798- 5701 
Vernon 545-2125 Calgary 292-5125 Yarmouth 742-11 
Victoria 388-3488 Edmonton Hotline 495-4722 - 
Whitehorse 667-5002 495-2280 Newfoundland | 
Williams Lake 392-4184 Grande Prairie 532-4411 Clarenville 16634 
Lethbridge 327-8535 Corner Brook 637-4258 
New Brunswick Medicine Hat 526-2825 Gander 256-6517 
Betts 548-7941 Red Deer 342-1168 Grand Falls ek 
Campbellton 753-5056 Happy Valley 896-9373 
Québec Harbour Grace 772-6060 
Edmundston 735-3358 
Fredericton 452-3624  Causapscal 7156-3464 Marystown 279-10 
Moncton 857-6664 Chandler 6g0338 1 oon Bast 772-22 
Newcastle 622-3421 Drummondville 477-4150  St-John’s West 772-611 
Saint-John 648-4917 Hull 953-2830 Stephenville 643-568) 
St. Stephen 466-1460 Joliette 756-1094 . 
Shediac 532-9376 Jonquiére 542-8184 
Woodstock 328-3366 Laval 682-8950 | 
Lévis 833-8200 
Matane 562-2876 
—4 


If your questions do not pertain to completion of the Record of Employment, 
please contact your nearest Canada Employment Center. 
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| 
‘Minister of Supply and Services Canada 1989 
Cat. No. LU2-79/1989 

ISBN 0-662-56572-X 


This guide gives you 
general information on 
the Record of Employment 
(ROE) and step-by-step 
help in its completion. 


It will help you complete an ROE no matter what kind 
of pay period you use. 

If you require further information, contact the ROE 
advisor serving your area or your nearest Canada Em- 
ployment Centre (CEC). The location and telephone 
number of ROE advisors are listed on the opposite page. 
It may be possible to arrange for a personal visit to your 
premises or for your participation in a group ROE 
seminar. 

If you have questions regarding the insurability of em- 
ployment or unemployment insurance premium deduc- 
tions, please refer to the Canada Pension Plan 
Contribution and Unemployment Insurance Premium 
Tables or the Unemployment Insurance Premium Tables 
(for Quebec employers) published by Revenue Canada, 
Taxation, or contact your District Taxation Office. 


3271/4189 


This guide was prepared in co-operation with Revenue Canada, 
Taxation. 
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3 i ap ) @ The minimum and maximum insura- @ If the insurable earnings were at the 
What snew in 1 989 2 ble earnings have changed effective maximum for all full pay periods cove-— 
January 1, 1989. ring the last 20 weeks, you need only 


check a block and report the total insu- 
rable earnings, rather than each pay 
period. Further details are provided on 
page 8. | 


@ Employers with monthly and semi- 
monthly payrolls no longer have to 
calculate the earnings for the 20th week 
of insurable employment. Instead, the 
last entry on the ROE will be the total 
insurable earnings for the pay period | 
that includes the 20th week. Commis- 
sion staff will make any necessary 
adjustments. 


@ To help reduce inaccuracies in ROE 


@ The UI Regulations concerning the completion and enquiries from Com- 
Collection of Premiums have been mission staff, employers with monthly 
changed effective January 1St. It and semi-monthly pay periods . 
should now be easier for you to deter- requested to report pay period 
mine and allocate insurable earnings. exceptions in block 15 of the ROE by 
Further details are provided in Part 4, individual calendar week. 


Section 3 of this guide. 


® The revised ROE (INS 2106 (10-88)) is 
easier to understand and complete. It 
should reduce the number of follow- 
up phone calls to you from Commis- 
sion staff. Employee’s copies Part 1 
and 2 of the new form can be mailed 
to your employee in a standard #10 
window envelope. You can still use last 
year’s forms before ordering the new 
form. However, for guidance on how 
to complete last year’s form, you must 
refer to the 1988 edition of the ROE 
Guide. 


| 
| 
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Common questions 


Question: 


Answer: 


@ How do I obtain a supply of Record 
of Employment forms? 


@ Please see page 2 of this guide. 


@ Does the employee require the ROE to 
apply for UI benefits? 


m@ No. An employee should be encoura- 
ged to apply for UI benefits without 
delay. However processing of the 
employee’s claim will be delayed until 
the ROE is received. 


@ Do I have to show vacation pay in 
block 17 if I have included it in pay 
period #1, block 15 of the ROE? 


@ Yes. The gross amount of monies like 
vacation pay or wages in lieu of notice 
must always be shown in block 17 even 
if all, part or none of the amount is 
insurable. 


@ What should I do if monies are paid 
to an individual after termination of 
employment but were not reported on 
the ROE? 


@ As these payments may have an effect 
on UI benefits, another ROE may be 
required. Contact your local CEC or 
the ROE advisor serving your area for 
guidance concerning your particular 
case. 


@ Can I change my pay period type, for 
example, from semi-monthly to 
weekly, without affecting the entries in 
blocks 15 and 16? 


@ The type of pay period used is entirely 
at the discretion of the employer. 

If an ROE covers two types of pay 
periods, the number of weeks of insu- 
rable employment and the amount of 
insurable earnings must be recorded in 
the same manner used for deducting 
UI premiums. 

If assistance is required to complete 
the ROE, please contact your local 
CEC or the ROE advisor serving your 
area. 


@ When the pay period began in 1988 but 
ended in 1989, do I record the 1988 or 
1989 maximum insurable earnings on 
the ROE? 


@ If the pay period extends into 1989, the 
1989 maximum must be used. If the 
pay period ended in 1988, and the pay- 
ments were made in 1988, the insurable 
earnings reported on the ROE should 
not exceed the 1988 maximum. How- 
ever, if the payments were made in 
1989, the 1989 maximum must be used. 


@ What should I do with void or cancel- 
led Record of Employment forms? 


@ Destroy the form(s) by hand or 


machine shredding. Make a note of the 
serial number(s) of those destroyed and 
retain with your payroll records for the 
required six years period. 
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Part 4 Information on insurability 


Page Page 
‘1 Insurable Employment 29 
2 Minimum insurability 29 
requirements in 1989 
3 How insurable earnings 30 


are determined and how 
they are allocated 
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1 What is an ROE? 


The ROE is the form each employer must 
complete for every employee who stops 
working in insurable employment or 
reaches age 65. 

The Canada Employment and Im- 
migration Commission (CEIC) uses the 
employment history information on the 
ROE to decide if a person qualifies for 
UI benefits, what the benefit rate should 
be and how long a person is eligible for 
these benefits. 

ROE information is also used to detect 
fraud and abuse of the UI program. 
Therefore you can understand that ac- 
curate ROE information is very impor- 
tant and will cut down on the number of 
follow-up phone calls from the Com- 
mission. 


2 When should you 
issue an ROE? 


Generally, an ROE must be issued within 
five calendar days of an employee’s in- 
terruption of earnings or the day you be- 
come aware of the interruption, 
whichever is later. 

To help you issue an ROE in time, if 
necessary, you may estimate the earnings 
of an employee’s final pay. (In such 
instances you may have to issue an 
amended ROE. The Commission will 
advise you if this is required). 


An interruption of earnings occurs when 
one of two things happens. 


1) Following a period of employment, 

there is a layoff or separation from 
that employment lasting seven consecu- 
tive days, during which an employee per- 
forms no work and has no earnings from 
the employer. 

(Remuneration for a statutory holiday 
which occurs after the last day worked, 
old age pensions, military pensions and 
employment pensions are not considered 
as earnings for the purpose of determin- 
ing if there is an interruption of earnings.) 


2) When insured persons stop working 

because of illness, injury, quarantine, 
pregnancy, paternity or adoption leave, 
and their weekly earnings (for example, 
paid sick leave) fall below 60 per cent of 
their normal weekly insurable earnings 


from that employment. (Wage-loss in- 
demnity payments, whether insurable or 
not, are not considered earnings for the 
purpose of determining if there is an 
interruption of earnings.) 


Layoff, dismissal or leave without pay 
Issue an ROE within five calendar days 
of the last day worked or within five 
calendar days after you learn of the in- 
terruption of earnings, whichever is later. 

During a mass layoff (or as a result of 
a labour dispute) you may find it difficult 
to issue a large number of ROEs within 
the five-calendar-day time limit. If so, 
contact your local CEC or the ROE ad- 
visor serving your area. 


For employees who work on a part-time 
or temporary basis throughout the year 
and have frequent interruptions of earn- 
ings, an ROE need not be issued each time 
there is an interruption of earnings. 
However, employers must be able to pro- 
vide a list of the weeks of insurable em- 
ployment and the insurable earnings by 
pay period if the Commission asks for it. 
In addition, an ROE must be issued wi- 
thin the five-calendar-day time limit 
when: 


@ the employee is no longer on the 
employer’s supply list; 


M@ the employee did not work for a peri- 
od of 30 calendar days; 


@ it is requested by the Commission; or 


M@ it is requested by the employee and an 
interruption of earnings has occured 
in the previous 52 weeks, or since the 
last ROE was issued, whichever is 
later. 
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Workers aged 65 

If an employee continues to work after 
reaching age 65, an ROE should be issued 
within five calendar days of the last day 
of the month of the birthday. 

(UI coverage ends for employees at the 
beginning of the month following their 
65th birthday.) If the employee’s last day 
of work is before the end of the month, 
an ROE should be issued within five days 
of the last day of work. 


When you issue ROE’s to people 
aged 65, please advise them to 
file a Ul claim at their nearest 
Canada Employment Centre 
(CEC) since they may be eligible 
for unemployment insurance 
benefits. 


Change in company ownership 

If an employee continues to work without 
interruption following a change in owner- 
ship of a business, an ROE must be is- 
sued within the five calendar day time 
limit, if it is requested by the employee 
or if the payroll records (covering the em- 
ployment period prior to the change in 
company ownership) are not transferred 
to the new company. 

If the payroll records are transferred 
and the new employer agrees to issue 
ROEs for all employees covering the 52 
week period prior to any other interrup- 
tion of earnings which may occur, an 
ROE need not be issued at this time (un- 
less it is requested by the employee or the 
Commission). 

When the new business issues an ROE 
for an employee who continued working 
following a change in ownership, only 
one ROE is required. 


Illness, injury, quarantine, maternity or 
paternity leave 

If the employee will not be receiving any 
payments from either the employer or a 
group insurance plan, the ROE must be 


issued within five calendar days after the 
employer learns that there has been an 
interruption of earnings. 


Paid sick leave 

For the employee who receives paid sick 
leave (paid by the employer using credits 
earned while working), an ROE should 
be issued when those payments stop or 
fall below 60 per cent of the employee’s 
normal weekly insurable earnings, 
whichever occurs first. 


Wage-loss indemnity 

a) For the employee who receives pay- 
ments from a self-insured wage loss in- 
surance plan (income provided by the 
employer), the ROE must be issued 
within 5 calendar days of the last day 
of work or within 5 calendar days af- 
ter the employes learns of the interrup- 
tions of earning, whichever is later. 


b) If the employee is receiving income 
during the period of absence through 
a third party (ie. on insurance compa- 
ny), the ROE must be issued within 5 
calendar days of the last day work or 
the last day for which U.I. premiums 
were payable, whichever is later. 


If you have questions concerning 
the insurability of your sick leave, dis- 
ability or group insurance plan, please 
contact your District Taxation Office. 


/ Important note: 


Failure to issue an ROE within the 
time limit is a breach of Section : 
123 of the Ul Act. On conviction, — 

the employer may be subject toa 
_ fine not exceeding $500 or im- 
prisonment for aterm not exceed- 

‘ing six months or both. 
Penalties for making ' false or mis- 
~ leading statements are covered in 
- Section 122 of the Ul Act. Anyone — 
who knowingly makes false state- 
“ments about a person’s insurable 
employment and insurable earn- 
ings is guilty of an offence. On 
summary conviction, he or she may 
be fined not less than $200 and 
not more than $5000. 
In addition, in appropriate cases, 

he or she may be fined not more 

than double any benefits paid asa 
result of making false statements 
or both fined and imprisoned fora 
_ term not exceeding six months. 


3 How to obtain 
Records of 
Employment 


You can order blank ROEs by mail, tele- 
phone or in person from your local CEC. 

The Commission will need to know 
your RCT employer account number, the 
registered name of your firm and your ad- 
dress. If someone from your firm is pick- 
ing up the forms, the person will be asked 
to show some identification and sign the 
requisition form. You should keep a list 
of the serial numbers of the blank forms. 
If any forms are lost or stolen, tell the 
Commission at once, giving the seria’ 
numbers. 

ROEs are valuable documents. For this 
reason, the supply of these forms to em: 
ployers is controlled by the Commission 
The serial numbers of ROEs issued te 
each employer are recorded by the CEC 
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@ Accounting firms or payroll service 
bureaus who issue ROEs for other bus- 
inesses can obtain blank ROEs using 
their own Revenue Canada Taxation 
(RCT) number. 

Many small businesses have their 
payrolls prepared by self-employed 
bookkeepers who don’t have an RCT 
number. To order ROEs, these book- 
keepers must provide the Commission 
with the RCT number of a business for 
which they issue ROEs. 


4 Void, surplus or 
obsolete Record 
of Employment 
forms 


Void forms 

Before destroying the void form(s) by 
hand or machine shredding, take note of 
the serial number(s) of those to be des- 
troyed and retain with your payroll 
records for the required six years. 


Surplus forms 
_ Unused ROEs should be returned to your 
local CEC. 


Obsolete forms 

Please do not use obsolete forms. 

__ The following obsolete forms should be 
destroyed: Separation Certificate (UIC 
_ 11-64) and the long, green Record of Em- 
ployment form (UIC 11-03). The Com- 
‘mission cannot process these forms 
because they do not give enough infor- 
‘mation for our current system. Use only 
the 10’’ X 11’? Record of Employment 
form INS 2106. 


5 Protecting 
the employee’s 
privacy 


Information collected on the ROE can be 
used in the administration of the employ- 

ment and benefit programs of the Cana- 
‘da Employment and Immigration 
Commission. 

It is collected by the Commission un- 
der the authority of the Unemployment 
Insurance Act. The employee to whom 
the information relates has access to the 
Commission’s copy on request. 


& Ul, you and 
your employees 


As an employer, you have an important 
stake in how the UI program works. 

You pay premiums to the UI Account 
— 1.4 times the employee’s premium for 
each of your employees. You also con- 
tribute personally and corporately as a 
taxpayer. 

Since employee/employer premiums 
finance only part of the cost of the UI 
program, the rest is paid out of general 
tax revenue. 

For information on how the CEIC uses 
the UI Account, why not contact your lo- 
cal CEC? Ask for a copy of a brochure 
prepared especially for employers. It is 
called The Employer’s Guide to 
Unemployment Insurance. 

Like you, your employees also have an 
interest in the UI program. Workers face 
the possibility of unemployment at some 
time in their lives because of a shortage 
of work, illness, pregnancy, adoption of 
a child or retirement. 

We have publications covering every- 
thing from general rights and obligations 
of claimants to special UI benefits. These 
publications answer most employees’ 
questions about regular and special UI 
benefits. Why not contact your local CEC 
and ask for copies of these publications 
for your employees: 


m@ What you need to know about 
Unemployment Insurance 


@ A new face in the family photo? 
@ Ul and you: when you reach 65 
m@ We can help when you’re sick or hurt 


@ UI and you: claimant’s rights and 
obligations 


@ UI and you: earnings 


@ How to complete the 
application for benefits. 


7 Did you know? 


The Commission’s ROE copy (blue) is 
used to maintain the integrity of the UI 
Account. The information on this copy 
is used to identify incorrect UI benefit 
payments. 

In general, the cost of the UI program 
is reduced by some $80 million a year 
through this audit activity. For this 
reason, it is important that the Commis- 
sion’s ROE copy be forwarded promptly 
to the Commission. 

There are two major programs that em- 
ployers can join to assist in preventing the 
incorrect payment of UI benefits and, at 
the same time, to reduce the administra- 
tive burden associated with the ROE: 


@ Employers with computerized payroll 
systems can, subject to certain condi- 
tions, participate in the Automated 
Earnings Reporting System. This sys- 
tem generally eliminates the need for 
subsequent written payroll information 
requests from the Commission. 


@ The Report On Hirings program al- 
lows the Commission to detect, more 
promptly, cases of unreported earn- 
ings. Some 74,000 employers are 
already participating in this program. 


Should you wish more information about 
detection of incorrect payment of UI 
benefits, please contact your local CEC 
or write to: 


Director 

Employment and Immigration Canada 
Control Branch 

Control Programs Directorate 

140 Promenade du Portage 

Phase IV, 9th Floor 

Ottawa-Hull 

K1A OJ9 
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EMPLOYER'S PAYROLL REFERENCE NO. 
N° DE REFERENCE DU REGISTRE DE PAYE DE L'EMPLOYEUR 


# 4236/8 


REVENUE CANADA, TAXATION ACCT. NO. 
N° DE COMPTE A REVENU CANADA, IMPOT 


OKE 125456 


ATION PREFERRED IN/COMMUNICATIONS DE PREFERENCE EN 
a FRENCH/FRANGAIS 


Pa SERIAL NO. OF RECORD AMENDED OR REPLACED 
N° DE SERIE DU RELEVE MODIFIE OU REMPLACE 


SERIAL NO. / N° DE SERIE 


RAKKKAKK 


Ml EMPLOYER'S NAME AND ADDRESS / NOM ET ADRESSE DE L'EMPLOYEUR 


CLASSIC CONSTRUCTION 


[OO DOWNTOWN &T. 
ROOKVILLE . N.S. 


EM EMPLOYEE'S NAME AND ADDRESS/NOM ET ADRESSE DE L'EMPLOYE(E) 


ENGLISH/ANGLAIS 


PAY PERIOD TYPE/ GENRE DE PERIODE DE PAYE 


Bi- WEEKLY 


SOCIAL INSURANCE NO./N° D'ASSURANCE SOCIALE 
984- 654-32! 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


POSTAL CODE/ CODE POSTAL 


OLIVER TWIST fa 
Ito ENGLAND ST- 


BOOKVILLE , N.S. BIA WAL 


tig A — OCCUPATION / PROFESSION 


APPRENTICE CARPENTER 


STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL 
P.P., IN WHICH THE 20th WEEK FALLS. 

IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P., CHECK 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


U.I. PREMIUMS PAYABLE UP TO 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU'AU 


FINAL PAY PERIOD ENDING DATE 
DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMU- 
NERATION ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE 
MENSUELS ET BIMENSUELS, CONSIGNER TOUTE LA P.P._PENDANT LAQUELLE TOMBE LA 20° 
SEMAINE. SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 


HERE tie ii AND ENTER ONLY THE TOTAL IN BLOCK 15A COURS DE CHAQUE P.P., COCHER ICI 
— = BAVIPERIOG PAY PERIOD PAY PERIOD PAY PERIOD 
NSREMUNERATION | EXCEPTION NSREMUNERATION.» | EXCEPTION NSREMLNERATION. | EXCEPTION NS REMUNERATION | EXCEPTION 
ASSURABLE EDAVE ASSURABLE RAIDAVE ASSURABLE BEPAVE ASSURABLE DE PAYE 


nlTA 


INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
WHICHEVER IS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES 
SEMAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


hea PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 


PAIEMENTS OU AVANTAGES (AUTRES QUE LF SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


A - VACATION PAY / INDEMNITE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
D/J M Y/A DiJ M Y/IA 


Mes OO MLO RMT | als mene eearythnigrde 


C — OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


TOTAL (ROUND TO THE NEAREST DOLLAR) 
TOTAL (ARRONDIR AU DOLLAR PRES) $ 


$ $ $ 


IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
SI LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: Ou! NON SI NON, PRECISER A LA CASE “OBSERVATIONS” 


iW PAID SICK / MATERNITY / PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS nN 


(AFTER THE LAST DAY WORKED) Jimny j 
CONGE DE MALADIE / MATERNITE / PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU 

FOR FURTHER INFORMATION, CONTACT TELEPHONE / TELEPHONE 
POUR PLUS DE RENSEIGNEMENTS, APPELER | 


REASON FOR ISSUING THIS ROE ENTER CODE 
RAISON DU PRESENT RELEVE INSCRIRE LE CODE 


D'UN REGIME COLLECTIF D‘ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) 


PAYMENT 
START DATE 
DATE DE DEBUT FOR WEEKS/DAYS AMOUNT 


DU PAIEMENT POUR SEM./JOURS _MONTANT 


pli EXPECTED DATE DiJ M YIA 
OF RECALL 
DATE PREVUE 
DE RAPPEL 


yy COMMENTS / OBSERVATIONS 


REASON #14- TOO OFTEN 
ABSENT 


$ 


| AM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
THAT ALL STATEMENTS ON THIS FORM ARE TRUE. 

JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 
WATTESTE, PAR LES PRESENTES, QUE TOUTES LES DECLARATIONS FAITES SUR CE 
FORMULAIRE SONT. ES. 


UNKNOWN 


NOT RETURNING 
DATE NON CONNUE 


RETOUR NON PREVU 


OF ISSUER / SIGNATURE 


THOMAS SAWYER 


NAME OF ISSUER (please print) / NOM DU SIGNATAIRE (en lettres moulées) 


PRN TELEPHONE NUMBER /NUMERO DE TELEPHONE 24 


(402, 425 | 000° 


INS 2106 PB - P (10-88) EF 


Canada 
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Common errors 


to avoid: 


Here we list the most common problems 
people have in completing the ROE and 
show you the solutions. 


Problem: Solution: 


@ Mistakenly counting as weeks of in- Count only weeks that meet the mini- 


surable employment, pay weeks which 
did not meet the minimum insurabili- 
ty requirements (ie. UI premiums were 
not payable). 


mum insurability requirements. Be es- 
pecially careful when dealing with 
partial pay periods. 


Reporting earnings that are less than 
the minimum or more than the maxi- 
mum insurable earnings in a pay 
period. 


Check the minimum and maximum 
levels for your pay period type. 

Do not report earnings below the 
minimum insurable earnings level un- 


: edition 


less the employee worked the minimum 
hours in a pay period. (If this is the 
case, record the hourly rate of pay in 
#22 Comments section.) If earnings are 
above the maximum level do not show 
the actual earnings, but record only to 
the maximum level for your pay period 
type. 


@ Incorrectly reporting Pay Period @ Be careful to check whether each ROE 
Exception. entry represents a complete pay peri- 
od. If the employment was not insura- 
ble for the full pay period, enter the 
insurable earnings for each of the 
weeks or part weeks that were insura- 
ble, and a ‘‘1’’ in the Pay Period 
Exception column. 


6 Part 2 
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a | Serial No. 


Preprinted serial number of the form. 


2? Serial no. of 
Record of 
Employment 
amended or 
replaced 


You only need to make an entry here if 
you are completing an ROE to amend in- 
formation on one already issued, or to 
replace one. 

You should amend an ROE if you dis- 
cover errors after it has been released. 
When this happens, enter the serial num- 
ber of the ROE being replaced and com- 
plete the new form in its entirety. 

If an employee loses or misplaces the 
ROE and asks you for another, you may 
issue an amended ROE or you can pho- 
tocopy the one you kept with your pay- 
roll records (Employer’s copy — Part 4). 

You must countersign the photocopy 
and show a telephone number where the 
Commission can reach you to confirm 
that the copy is valid. You will have to 
issue a new ROE if the Commission asks 
for it. 


3 Employer’s payroll 
reference number 


Use this space to record your file refer- 
ence such as payroll or badge number, if 
applicable. This will help you locate your 
file copy of the ROE if a Commission 
official contacts you to clarify the infor- 
mation reported on it. 


4 Employer’s name 
and address 


Enter the business name and address as 
used on your Tax Deduction — Canada 
Pension — Unemployment Insurance 
Remittance Return (Form PD7A - 
PD7AR). 


5 Revenue Canada 
Taxation account 
number 


Enter the same account number as used 
on your Tax Deduction — Canada Pen- 
sion — Unemployment Insurance Remit- 
tance Return (Form PD7A - PD7AR) to 
remit UI premiums for this employee. 


6 Communication 
preferred in 


Check the appropriate block for the offi- 
cial language of your choice. 


7 Postal 

code 
Please type or clearly print the postal code 
of your business address. 


8 Pay 

period type 
Indicate the pay period type of the final 
regular pay period in which the interrup- 
tion of earnings occurred. 

The type of pay period may be one of 
the following: weekly, bi-weekly, semi- 
monthly, monthly or 13 pay periods a 
year. Any other type of pay period, such 
as annual contracts of service or commis- 
sion sales must be reported as stated in 
Part 3 pages 21 to 27. 

If the pay period type has changed dur- 
ing the period covered by the ROE, show 
the most recent pay period type in Block 
8 and in the Comments section, note the 
previous pay period type and indicate 
when the change occurred. If you are un- 
sure, please contact your local CEC or the 
ROE advisor serving your area. 


G Employee’s name 
and address 


Please enter the family name first, then 
full first name and initials. Please write 
this information clearly. Include the 
employee’s postal code, if known. 


g A Occupation 


Give an accurate description of the em- 
ployee’s usual occupation (two or more 
words). For example: sales clerk, stock 
clerk, auto mechanic, construction | 


labourer. 
Social Insurance 


1 0 Number (SIN) 


It is very important to enter the em- 
ployee’s correct Social Insurance Num- 
ber. A claim for UI benefits cannot be 
processed without it. It is used to identi- 
fy and locate a UI claim. 

As an employer you have an obligation 
to ensure that your employee has a So- 
cial Insurance Number. If, at the time of 
hiring, an employee does not have a SIN, 
then application to the Commission must 
be made, by the employee, within three 
days of starting work. 


1 First day 
worked 


Enter the actual day the employee start- 
ed to work. 

If you do not know the actual first day 
worked and the employee has worked for 
you for more than two years, enter the 
date exactly two years before the inter- 
ruption of earnings. 

If the employee has worked for you on 
several occasions, the date to be entered: 
is the start of the most recent period in 
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which the worker returned to work (that 
is, since you last issued an ROE to this 
person). 

When a change of business ownership 
has taken place and the payroll records 
were transferred and maintained by the 
new employer, the first day worked is the 
date the worker started work for the origi- 
nal company. If an ROE had been issued 
previously, the date to be entered is the 
date the employee returned to work. If 
the ROE is issued within 52 weeks of a 
change of ownership, please confirm the 
change and the effective date in the 
Comments section. 

When UI premiums were payable af- 
ter an interruption of earnings within the 
last 52 weeks (such as for a vacation peri- 
od, paid sick leave or for self-insured 
wage-loss insurance payments), enter the 
dates of the insurable weeks and the earn- 
ings in the Comments section. The insura- 
ble weeks are to be included in the total 
insurable weeks in #16. The insurable 
earnings should be entered in #15 if they 
fell within the last 20 weeks. 


1 Last day 
worked 


Enter the actual last date the employee 
performed services. 

_ If you are issuing an ROE for some- 
one who has reached age 65 and continues 
to work, enter the date of the last sey 
worked in the month in which the 65t 
birthday occurred. 


| 


1 Ul premiums 
payable up to 


The date to be entered here is the last day 
for which you pay UI premiums for this 
employee. 

This is usually the date of the interrup- 
tion of earnings and the same as the last 
day worked. For someone who has 
reached age 65 and continues working, 
this will be the last insured day of the 
month in which the 65th birthday oc- 
curred. 

When this date differs from the last day 
worked, briefly explain why in the Com- 
ments section (#22). 


The exceptions 


1) The last day for which UI premiums 

are payable will be before the last 
day worked when an employee has earn- 
ings that were not insurable in the last pay 
period of employment. For example: an 
employee may work full time up to May 
1 and part time between May 2 and May 
15, and not earn the minimum amount 
or work the minimum hours to be insura- 
ble from May 2 to May 15. UI premiums 
are payable up to May 1, not to the last 
day worked (May 15). You would enter 
May 1 in #13. 


2) The last day for which UI premiums 

are payable will be after the last day 
worked when an employee is laid off at 
the end of a paid vacation period, gets 
paid sick, maternity, paternity or adop- 
tion leave, or workers compensation top- 
up payments that are insurable or is on 
paid pre-retirement leave. For example: 
an employee’s last day worked was May 
15, but he has a paid vacation period 
from May 16 to May 31. UI premiums are 
payable up to May 31. Enter May 31 in 
#13. 

Another example: an employee’s last 
day of work was May 15. From May 16 
to May 31, the employee received paid 
sick leave payments which were insura- 
ble. After May 31, these payments 
dropped below 60 per cent of his normal 
weekly insurable earnings. In this case, 
enter May 31 in #13. 


Final pay period 
ending date 


14 


Indicate the actual ending date of the fi- 
nal regular pay period in which the inter- 
ruption of earnings occurred. For 
example, if an employee who is paid or 
a weekly (Wednesday to Tuesday) basis 
left work on Friday, January 6, 1989, the 
final pay period ending date would be 
January 10, 1989. 

If the pay cycle has changed during the 
period covered by the ROE, this should 
be indicated in the Comments section. If 
you are unsure of the date to enter, please 
contact your local CEC or the ROE 
advisor serving your area. 


insurable earnings 


1 5 by pay period 


How you complete this part will depend 
on the type of pay period you use. 

When an employee’s earnings are at the 
maximum for each pay period to be 
reported on this ROE, and there are no 
pay period exceptions check the block 
provided (as explained in #15) and enter 
the total of insurable earnings for the pay 
periods in #15A. But before you enter the 
total remember to check to see if some of 
the 20 weeks were in the previous calen- 
dar year when the maximum was lower. 

When the employee’s earnings are be- 
low the maximum but are the same for 
a number of pay periods, you do not have 
to enter the amount for each one. Just 
write the amount in the first and last pay 
periods where the earnings are the same 
and draw lines through the blocks 
in-between. 


The first entry in #15 
The first entry should record the insura- 
ble earnings for the final (most recent) in- 
sured pay period. Be sure to include all 
the insurable earnings, eg., vacation pay, 
etc. reported in block #17. If you used an 
estimate to determine the amount of 
insurable earnings in the final pay period, 
include the term ‘‘est.’’ beside the 
amount. You will have to issue an amend- 
ed ROE with the exact amount if the 
employee or the Commission asks for it. 
Employers who want to report the end- 
ing date of each pay period may do so in 
the Pay Period Exception column. 
However, there is absolutely no obliga- 
tion to do this. If you choose to make this 
entry and you must also enter a figure in 
that column to indicate the number of in- 
surable weeks in the pay period, please 
write the date above the figure. 
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If, due to employer bankruptcy, receiver- 
ship or financial difficulties, earnings 
were not paid, please contact your local 
CEC or ROE advisor for guidance on 
completion of #15 and 16 on the Record 
of Employment. 

If an employee is paid by commission 
or piece-work or if an employee is hired 
under an annual contract, refer to Part 3 
of this guide (pages 21 to 27). 

Instructions follow on completing #15 
for the most common pay period types: 


PL a oe 
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Weekly pay period 

If the employee has had 20 or more weeks 
of insurable employment, make an entry 
in all 20 spaces, starting with the final in- 
surable pay period. If the employee had 
a week or weeks of employment that were 
not insurable, you will have to go back 


further than 20 weeks in your payroll 
records to obtain the 20 weeks of insura- 
ble earnings. If the employee has less than 
20 weeks of insurable employment, enter 
the insurable earnings for each week that 
was insurable. 

There are no entries in the Pay Period 
Exception column for weekly pay 


Remember, to be insurable a week of 
employment must meet one of the mini- 
mum requirements shown in the table be- 
low. No entry should be greater than the 
maximum insurable earnings ($605 in 
1989). Show dollars and cents for each 
pay period entry. 


periods. 


The following chart will help you determine weeks of insurable employ- 
ment and insurable earnings for this type of pay period. 


Weekly pay period 


[ Did employee earn at least $121 during the pay period? | 


Le | 


| Worked at least 15 hours in the pay week? | 


[ne | 


Pay week not insurable. 
No insurable earnings. 


Yes 


Yes 


One week of insurable 
employment. 


Insurable earnings up 
to a maximum of $605.00. 


jo (| 


OSTAL CODE. CODE POSTAL 


a 


PAY PERIOD TYPE/ GENRE DE PERIODE DE PAYE 


| WEEKLY 


9 | EMPLOYEE'S NAME AND ADDRESS/NOM ET ADRESSE DE L'EMPLOYE(E) 


2 


am A — OCCUPATION / PROFESSION 


SOCIAL INSURANCE NO./N° D'ASSURANCE SOCIALE 
I23-456- 789 
FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL O20) | B 5 
ie LAST DAY WORKED 


DERNIER JOUR DE TRAVAIL 


= 


PAYABLES JUSQU'AU 


14 FINAL PAY PERIOD ENDING DATE 


DATE DE LA FIN DE LA DERNIERE 


PERIODE DE PAYE | 6 | OG) 64 | 


en PREMIUMS PAYABLE UP TO 
COTISATIONS D'ASSURANCE-CHOMAGE | 5) | 06 89 


115 | STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A 
| MAXIMUM OF 20, WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL 
P.P., IN WHICH YE 20th WEEK FALLS 

q R. i? 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE sora DE LAREMU- 
NERATION ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE 
MENSUELS ET BIMENSUELS, CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 20€ 
SEMAINE. SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 


DARA RIT AD DORIC OITS IATIIORD THIARE DOI AD ASA AER IRL TEE IMA 


MP RETMIAR AN MANen 


AND ENTER ONLY THE TOTAL IN BLOCK 154 COURS DE CHAQUE PP, COCHER IC/ ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A 
INSURABLE EARNINGS | PAY PERIOD INSURABLE EARNINGS | PAY PERIOD INSURABLE EARNINGS | PAY PERIOD INSURABLE EARNINGS | PAY PERIOD 
EXCEPTION 2 t EXCEPTION EXCEPTION EXCEPTION 
REMUNERATION Aeris || ele REMUNERATION Re ERLE REMUNERATION ae | (ea REMUNERATION ae PERIGRE 
ASSURABLE REiNGe ASSURABLE ETRE | ASSURABLE Noe ASSURABLE EAE 
2 3 4 
6 if 8 
——— + ===] 
10 12 
-——— ie | Seen 
14 ile 
18 20 | 
pee Ih 
INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
TOTAL (ROUND TO THE NEAREST DOLLAR) O WHICHEVER IS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES 52 
TOTAL (ARRONOIR AU DOLLAR PRES) $ oO 4 O SEMAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU ; 


an 


POAT RARER RAT 


10 Part 2 


Bi-weekly pay period 
(earnings calculated and 
paid every two weeks) 


In a bi-weekly pay period there are two 
pay weeks. For example if the pay peri- 
od is the Ist to 14th, pay week one would 
be the Ist to 7th and pay week two the 
8th to 14th. 

In this type of pay period, earnings are 
insurable for both weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($242 or 30 hours in 1989). 

When the earnings and hours worked 
in the complete pay period do not meet 
the minimums for this type of pay peri- 
od (see table), averaging the earnings over 
the bi-weekly pay period is not permitted. 
In these cases, determine the actual earn- 
ings and hours worked during each pay 
week of the pay period and apply the 
weekly minimums. If only one pay week 
meets the minimum requirements of $121 
or 15 hours, enter the figure 1 in the Pay 
Period Exception column and enter the 
insurable earnings for that week (up to 
the weekly maximum). 

For example, if the total hours and 
earnings for a bi-weekly pay period is 28 
hours and $196 (under the bi-weekly mini- 
mums) you would have to look at each 
pay week individually to see if either week 
met the minimum weekly requirements. 
In this example, the employee worked 20 
hours and earned $140 in the first pay 
week, while in the second pay week the 
person worked 8 hours and earned $56. 
Using the weekly minimums, the first pay 
week, is insurable but the second pay 
week is not. Therefore the ROE entry for 
this bi-weekly pay period would be $140 


CG) feat! 


in the insurable earnings column and 
(representing the first pay week) in the 
‘Pay Period Exception’? column. 

If the employee has had 20 or more 
weeks of insurable employment, you will 
have to record the earnings for at least 10 
pay periods, starting with the final pay 
period. More than 10 entries will be need- 
ed if one week in any pay period was not 
insurable. 

When an employee has more than 20 
weeks of insurable employment, the 20th 
week may not fall in a complete pay peri- 
od. If the insurable earnings for only one 
week are needed to cover the 20th week, 
the amount to be entered in #15 will be 
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the total insurable earnings in the bi- 
weekly pay period divided by two. The 
figure ‘‘1’’ should be entered in the Pay 
Period Exception column. 

If the employee has less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 


how dollars and cents for each 
ay period entity, 


[Maximum | 
— 


= "4210.00 7 / 


The following chart will help you determine weeks of insurable employ- 
ment and insurable earnings in this type of pay period. 


Bi-weekly pay period 


Did the person work 
or 


Did the person have 
earnings in each week of 
the pay period? 
| 
Yes 
L 


Did the person work 
at least 30 hours 


or 
Did the person have H_Ne H 


earnings of at least 
$242 in the pay 


Did the person work 
for at least 15 hours 


Did the person have 
earnings of at least $121 
in either pay week? 


or 


period? 


Yes Yes 


Two weeks of One week of 


insurable insurable 
employment. employment. 
Insurable Insurable 


earnings up to 
a maximum 
of $1210. 


earnings up to a 
maximum of $605. 
Show a 1 in 
Pay Period 
Exception column. 


Pay period 
not insurable. 
No insurable 

earnings. 


Se 
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= 


Em A — OCCUPATION/ PROFESSION 


P.P., IN WHICH THE 20th WEEK FALLS 


IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH PP, CHECK 
HERE a AND ENTER ONLY THE TOTAL IN BLOCK 15A. 


cS PAY PERIOD 
INSURABLE EARNINGS EXCEPTION INSURABLE EARNINGS 
REMUNERATION DE PERIODE 
ASSURABLE DE PAYE 


= 
@ é)) = 


TOTAL (ROUND TO THE NEAREST DOLLAR) 
TOTAL (ARRONDIR AU DOLLAR PRES) $ 


Semi-monthly and monthly pay periods 

The tables on pages 12 and 14 may be 
used to convert complete semi-monthly 
and monthly pay periods into weeks of 
insurable employment. There are 2 1/6 
weeks of insurable employment for each 
complete semi-monthly pay period (52 
weeks divided by 24 = 2 1/6) and there 
are 4 1/3 weeks of insurable employment 
for each complete monthly pay period) 
(52 weeks divided by 12 = 4 1/3). 


EMPLOYEE'S NAME AND ADDRESS/NOM ET ADRESSE DE L’EMPLOY (E) 


IEW STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL 


REMUNERATION 


ASSURABLE 


ASSURABLE 


DE PAYE 


26,0); 0 


In these types of pay periods, earnings 
are insurable for all weeks in the pay peri- 
od if the employee either worked or had 
earnings in each week and part-week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
(see the appropriate table on page 12 or 
14). 

If the earnings and hours worked do 
not meet the minimum for these types of 
pay periods or if the employee did not 
work or have earnings in each week and 
part-week of the pay period, insurability 
must be determined on a calendar week 
basis (Sunday to Saturday). Enter the in- 
surable earnings for each of the weeks or 
part weeks that were insurable. Put a 
figure 1 in the Pay Period Exception 
column. 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least 10 semi- 
monthly pay periods or five monthly pay 
periods, starting with the final pay peri- 
od. More than these entries may be need- 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMU- 
NERATION ASSURABLE JUSQU‘A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE 
MENSUELS ET BIMENSUELS, CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 206 
SEMAINE. SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUIV. 


COURS DE CHAQUE P-P., COCHER ICI in ET INSCRIRE SEULEMENT LE TOTAL ALACA 


PAY PERIOD PAY PERIO 
INSURABLE EARNINGS f 
EXCEPTION Ea REMUNERATION EXCEP? 


DE PERIODE 


PAY PERIOD 
INSURABLE, EARNINGS 
RE PEROLG Ea REMUNERATION 


ut] SOCIAL INSURANCE NO./N° D'ASSURANCE SOCIALE 
VSR RAS 
1 


i 
FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


4 D/J M Y/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL O06 / O 89 
LEW v1. PREMIUMS PAYABLE UP TO tls M mA 
COTISATIONS D'ASSURANCE-CHOMAGE a) 6 [ Oo 84 
PAYABLES JUSQU'AU 


Usd FINAL PAY PERIOD ENDING DATE pis M 
DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 


Va POSTAL CODE/CODE POSTAL 8 PAY PERIOD TYPE/ GENRE DE P. RIODE DE PAYE 
BI- WEEKLY 


DiJ M YIA 


95/0986 


Y/A 


(3 10 89 


1GN 
DE PERIODE 
DE PAYE 


ASSURABLE 


DE PAYE 


ue INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
WHICHEVER IS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIFRES 4 Z 
SEMAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU | ts 


ed if any week or part of a week in a pay 
period was not insurable. Show dollars 
and cents for each pay period entry. 

If the employee had less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 


ployee has 20 weeks or | 
ployment, the | 


ne pay peri | 
1 week of in- | 


tired to calculate the 
earnings for the 20th 
week as this calculation will now be 
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The following chart will help you determine weeks of insurable 
employment and insurable earnings for semi-monthly pay 


periods. 


Semi-monthly pay period 


Did the employee work 


or 
Did the employee have No 
earnings in each week or 
part-week of the pay 
perled2 Did the employee work for 
at least 15 hours in any 
Yes calendar week or part- 
week in the pay period 
or 
‘ Did the employee have 
Did the employee work for earnings of at least $121 
at least 33 hours : d Ss 
oe ss in oe a hte ( wa 
: - Sat.) or part-week in the 
Did the employee have pay period? 


earnings of at least 
$262.16 in the pay period? 


| Yes 


One insured week for each calendar 
week in the pay period in which one 

2s | of the minimum requirements has No 
been met up to a maximum of $605 


per week (enter 1 in the Pay 
Period Exception column). 


a 


1 


Semi-monthly pay period Pay period is not 
is insured (2 1/6 weeks) up insurable. 
to a maximum of $1310.83. No insurable earnings. 
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POSTAL CODE / CODE POSTAL 


Bie 


PAY PERIOD TYPE/ GENRE DE PERIODE DE PAYE 


SEM\- MONTHLY 


SOCIAL INSURANCE NO. /N° D'ASSURANCE SOCIALE 
(25-456- 789 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


EN EMPLOYEE'S NAME AND ADDRESS/NOM ET ADRESSE DE L'EMPLOYE(E) 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


U.|. PREMIUMS PAYABLE UP TO Ply My nega 

COTISATIONS D'ASSURANCE-CHOMAGE oF o8 

PAYABLES JUSQU'AU | 89 
Em A — OCCUPATION / PROFESSION DiJ M VIA 


FINAL PAY PERIOD ENDING DATE 
DATE DE LA FIN DE LA DERNIERE 


PERIODE DE PAYE [16 08 89 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMU- 
NERATION ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REG/STRES DE PAYE 
MENSUELS ET BIMENSUELS. CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 20€ 
SEMAINE. S! LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 


COURS DE CHAQUE P.P.. COCHER IC/ ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A 


AEB STARTING WITH THE FINAL PAY PERIOD (PP). ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL 
P.P.. IN WHICH THE 20th WEEK FALLS 
IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH PP., CHECK 


HERE AND ENTER ONLY THE TOTAL IN BLOCK 154A 


—— aoe aoe eet 
INSURABLE EARNINGS | FAY PERIOD INSURABLE EARNINGS | FA" PERIOD INSURABLE EARNINGS | FAY PERIOD INSURABLE EARNINGS | [hy PERIOD 
PP REMUNERATION Beeesope Lee REMUNERATION ne PeROBe ee REMUNERATION mete. Wale REMUNERATION BE Pear 
ASSURABLE DE PAYE _ ASSURABLE DE PAYE ASSURABLE DE PAYE ie | ___ ASSURABLE DE PAYE 
605,00 | Ztihet le DOES Or bee en ee 
e 4 
[== ===, 
|, 310.83 
| ee | 
250.00 © | 1,310.83 : 1 
a t e 
\ cre Leesa 
14 15 ue 
18 19 20 
ie ry. ke OS reall as 
INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
aes oun re sig aan pores l 2- ] 3 5. on © WHICHEVER IS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES 5 Z 
$| hie Oo 4 SEMAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU | 


IMA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE r 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HAB/ITUEL) PAYES AU COURS DE LA DERNI/ERE PERIODE DE PAYE OU PA YABLES AUNE DATE ULTERIEURE 


A - VACATION PAY / INDEMNITE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 


Dew’ M YA Do M YA Bre M YA 
§ Pea eae ome eee Wrath? ota 
C — OTHER MONIES (SPECIFY) ' AUTRES SOMMES (PRECISER) 
$ $ $ 


IMPORTANT 


IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
S/ LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: OUI NON SI NON, PRECISER A LA CASE “OBSERVATIONS” 
EB PAID SICK / MATERNITY / PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS 
(AFTER THE LAST DAY WORKED) REASON FOR ISSUING THIS ROE ENTER CODE 
RAISON DU PRESENT RELEVE INSCRIRE LE CODE 4 


CONGE DE MALADIE / MATERNITE / PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU 
DUN REGIME COLLECTIF D'ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) re 
FOR FURTHER INFORMATION, CONTACT TELEPHONE / TELSPHONE 


PAYMENT POUR PLUS DE RENSEIGNEMENTS, APPELER 


START DATE 
DATE DE DEBUT 
DU PAIEMENT 
EXPECTED DATE 
OF RECALL 
DATE PREVUE 
DE RAPPEL 


COMMENTS / OBSERVATIONS 


WEEKS/DAYS AMOUNT $ 
SEM./JOURS — MONTANT 


UNKNOWN 
DATE NON CONNUE 


| AM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
THAT ALL STATEMENTS ON THIS FORM ARE TRUE 

JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 
J'ATTESTE, PAR LES PRESENTES, QUE TOUTES LES DECLARATIONS FAITES SUR CE 
FORMULAIRE SONT VERIDIQUES 


NOT RETURNING | 
RETOUR NON PREVU 


[J 


) 


SIGNATURE OF ISSUER/ SIGNATURE 


NAME OF ISSUER (please print) /NOM DU SIGNATAIRE (en lettres moulées) 


Ha TELEPHONE NUMBER /NUMERO DE TELEPHONE 


oat 
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ee 


The following chart will help you determine weeks of insurable 


— __ Monthly pay period 
Minimum | employment and insurable earnings for monthly pay periods. 


nimum, 


Monthly pay period 


Did the employee work 
or 

Did the employee have No 

earnings in each week and 
part-week of the pay 2 
period? Did the employee work for 
at least 15 hours in any 

Vea calendar week or part- 


week in the pay period 
or 

s Did the employee have 

Did the employee work for earnings of at least $121 


at least 65 hours in any calendar week or , 


Did the employee have No | pacweer A ioe 


? 
earnings of at least pay period? 
$524.33 in the pay period? 


Yes 


os 


One insured week for each calendar 

week or part-week in the pay period 
in which one of the minimum 

Yes requirements has been met, up to | No | 
a maximum of $605 per week 


(enter 1 in the Pay Period 
Exception column). 


| 
Monthly pay period Pay period is not 
is insured (4 1/3 weeks) up insurable. 
to a maximum of $2621.66. No insurable earnings. 
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pe nies IER POSTAL CODE/ CODE POSTAL PERIOD TYPE/ GENRE DE PERIODE DE PAYE 


El EMPLOYEE'S NAME AND ADDRESS/NOM ET ADRESSE DE L'EMPLOYE(E) SOCIAL INSURANCE NO./N° D/ASSURANCE SOCIALE 
I23- 49G- t84 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


U.|. PREMIUMS PAYABLE UP TO 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU’AU 


ER A — OCCUPATION / PROFESSION FINAL PAY PERIOD ENDING DATE 
DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 


STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TOA EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (PP.), INSCRIRE LE MONTANT DE LA REMU 
MAXIMUM OF 20 WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL NERATION ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE 
P.P., IN WHICH THE 20th WEEK FALLS. MENSUELS ET eine LS, CONSIGNER TOUTE P.P. PENDANT LAQUELLE TOMBE LA 20€ 
IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P:, CHECK SEMAINE. SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 


AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P.P., COCHER IC/ eager, | ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A. 


INSURABLE EARNINGS | PAY PERIOD INSURABLE EARNINGS | PAY PERIOD INSURABLE EARNINGS | PAY PERIOD INSURABLE EARNINGS | PAY PERIOD 

EXCEPTION EXCEPTION A EXCEPTION EXCEPTION 

REMUNERATION BERERNAL REMUNERATION pip REMUNERATION Re Edone REMUNERATION pe BEAAE 
DE PAYE 


ASSURABLE DE PAYE ASSURABLE ASSURABLE DE PAYE ASSURABLE DE PAYE 
INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 


TOTAL (ROUND TO THE NEAREST DOLLAR) WHICHEVER IS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES 
TOTAL (ARRONDIR AU DOLLAR PRES) SEMAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 5 
PAIEMENTS OU AVANTAGES (AUTRES QUE LF SALA/IRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


A - VACATION PAY / INDEMNITE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
Div M Y/A Y/A 


$ Ree Ss weeds Pe ee Pest hu eae Lakes 21K energie 


IMPORTANT 

'F THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: NO IF NO, EXPLAIN IN COMMENTS SECTION 

S/ LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: NON _S/I NON, PRECISER A LA CASE “OBSERVATIONS” 
PAID SICK / MATERNITY / PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS Erricwicane 


(AFTER THE LAST DAY WORKED) REASON FOR ISSUING THIS ROE 
INSCRIRE LE CODE 


CONGE DE MALADIE / MATERNITE / PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU RAISON DU PRESENT RELEVE 
DUN REGIME COLLECTIF D'ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DETRAVAIL) = | .......... a Lah Sea Lah a St 
TELEPHONE / TELEPHONE 
PAYMENT 
| START DATE Diy | 
DATE DE DéBuUT WEEKS/DAYS AMOUNT 
DU PAIEMENT ___SEM./JOURS _MONTANT *__ gles i see 
EXPECTED DATE D/J | 210 AM AWARE THAT a is AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
THAT ALL STATEMENTS ON THI M 
DATE PREVUE NOT RETURNING ? UNKNOWN JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 
j RETOUR WON PREVU DATE NON CONNUE J'ATTESTE, PAR LES PRESENTES, QUE TOUTES LES DECLARATIONS FAITES SUR CE 
COMMENTS / OBSERVATIONS FORMULAIRE SONT VERIDIQUES. 


SIGNATURE OF ISSUER / SIGNATURE 


CAB TELEPHONE NUMBER /NUMERO DE TELEPHONE 
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13 pay periods a year 

In this type of pay period, earnings are 
insurable for four weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($484 or 60 hours in 1989). 

When the earnings and hours worked 
in the full pay period do not meet the 
minimum for this pay period, averaging 
the earnings over the pay period is not 
permitted. In these cases, determine the 
actual earnings and hours worked during 
each pay week within the pay period and 
apply the weekly minimums. 

If the employee had no insurable earn- 
ings in some of the pay weeks of a pay 
period, enter only the insurable earnings 
(up to the weekly maximum) for the 
weeks that were insurable. Enter the 
figure 1, 2 or 3 in the Pay Period Excep- 
tion column to show the number of weeks 
that were insurable. 

If the employee has 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five pay peri- 
ods, starting with the final pay period. 
More than five entries will be needed if 
one pay week in any pay period was not 
insurable. 

When an employee has more than 20 
weeks of insurable employment, the in- 
surable earnings for only one, two or 
three weeks may be needed to cover the 
20th week. In such a case, the insurable 
earnings to be entered would be: one week 
— 25 per cent, two weeks — 50 per cent, 
or three weeks — 75 per cent. 

If the 20th week does not fall in a com- 
plete (four insurable weeks) pay period, 
enter the insurable earnings of the pay 
week(s) required to reach a total of 20 
weeks. In the Pay Period Exception 
column, enter the figure 1,2 or 3, depend- 
ing upon the number of weeks required 
to complete this number. 

If the employee had less than 20 weeks 
of insurable employment, enter the 
insurable earnings for each pay period. 
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The following chart will help you determine weeks of insurable employ- 
ment and insurable earnings for this type of pay period. 


13 pay periods a year 


Did the employee work 
or 


Did the employee have No 
earnings in each week or 


part-week of the pay 


period? Did the employee work for 
at least 15 hours during one 
or more pay weeks 
Yes in the pay period 


or 
Did the employee work for 
at least 60 hours 
or | No |— 
Did the employee have 
earnings of at least 
$484 in the pay period? 


Did the employee have 
earnings of at least $121 
in any pay week 
in the pay period? 


Yes 


One insured week for each pay 
week in the pay period in which 
one of the minimum requirements 
Yes | has been met, up to a maximum No 
=e of $605 per week 


(Enter 1,2 or 3 in the 
Pay Period Exception column). 


Four weeks of insurable Pay period is not 
employment. insurable. 
Insurable earnings up to No insurable weeks. 
the maximum $2420. 
1 5 Total of all 
entries 


Round off the total of all entries to the 
nearest dollar and enter the figure in the 
block provided. 

If you make an incorrect entry, do not 
change the figure. Instead complete a new 
ROE form and destroy the incorrect form 
by hand or by machine shredding. Make 
a note of the serial number of the form, 
then destroy it and retain the number with 
your payroll records. 
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POSTAL CODE/ CODE POSTAL 


Al. 


we 


me 


A — OCCUPATION / PROFESSION 


EMPLOYEE'S NAME AND ADDRESS/NOM ET ADRESSE DE L'EMPLOYE(E) 


“ 


AY 


P.P., IN WHICH THE 20th WEEK FALLS 


STARTING WITH THE FINAL PAY PERIOD (PP), ENTER THE INSURABLE EARNINGS UP TOA 
MAXIMUM OF 20 WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL 


ad 


PAY PERIOD TYPE/ GENRE DE PERIODE DE PAYE 


| 


SOCIAL INSURANCE NO./N° D'ASSURANCE SOCIALE 
123-45 6-489 


DiJ M YIA 
FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL O| re) 6 68 
Diu M Y/A 
i LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL he) 06 84 
43 U.|. PREMIUMS PAYABLE UP TO ae i ae 


COTISATIONS D'ASSURANCE-CHOMAGE 


A_ YEAR 


2106.84 


FINAL PAY PERIOD ENDING DATE 


| 
PERIODE DE PAYE | ra 6 Q' 


EN COMMENCANT PAR LA DERNIERE PER/ODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LAREMU- 
NERATION ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE 
MENSUELS ET BIMENSUELS, CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 20€ 


PAYABLES JUSQU'AU 
DATE DE LA FIN DE LA DERNIERE 


DiJ 


Number of weeks 


| 1 of insurable 


employment 


For completion of this number, you will 
have to look at the 52 week period before 
the interruption of earnings. 
Take the later of the dates in #12 and 
13, and count the insurable weeks which 
occurred in the past 52 weeks. Do not in- 
clude any weeks which you reported on 
an earlier ROE for this employee. Of 
course, if the employee worked for you 
for less than a year, you will have to go 
back to the first day worked in the most 
recent period of employment. If you is- 
ued an ROE to this employee within the 
fast year, count only insurable weeks since 
the last ROE was issued. 


_ If your pay period is semi-monthly or 
monthly, the total number of insurable 
weeks may include a fraction. When this 
appens, round the figure to the next 
hole number (e.g., for 25 1/6, record 
26). 


IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACHPP. CHECK SEMAINE. S/ LA REMUNERATION ASSURABLE A DECLARER CORRESPOND ou) MAXIMUM AU 
AND ENTER ONLY THE TOTAL IN BLOCK 15A COURS DE CHAQUE PP, COCHER ICI ET INSCRIRE SEULEMENT LE TOTAL ALACASE 154 
a 
INSURABLE EARNINGS | FAY PERIOD INSURABLE EARNINGS | FAY PERIOD INSURABLE EARNINGS | RAY PERIOD INSURABLE, EARNINGS | FAY PERIOD 
REMUNERATION Be auae | PE REMUNERATION REISER Cane REMUNERATION Bente | RIE REMUNERATION REEERAE 
ASSURABLE Ao ae ASSURABLE Bea ASSURABLE | DE Pave ASSURABLE Bae 
| oe —— rial +— 
©05.00) | | | Z2,00!.40 
a e 
bf i = 
2,001 40 epia{ ¢ TOUOS pee: ih 8 
6 -— ew 
ae im i 
ee ietets = 
14 15 ie 
as (ees ley 
18 19 20 
—— a =| 
INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
ou TUN 3S Ta eos @) | | 2. 0 0 WHICHEVER IS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES 5 Z 
$ ee = SEMAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU | 
DAVNACNITC MO RERICCITS /ATUCD TUANI DEIN AD DAW DAIM IK TUC CINIAL DAY DEDINNM AD DAVADIC AT At ATOR NATO 


Payments or 
benefits 


1 


Payments or benefits other than regular 
pay paid in the final pay period or at a 
later date. 


When calculating UI benefits, certain 
kinds of payments are considered to be 
“‘earnings’’. 


If a claimant receives such payments, 
the Commission allocates the money on 
the basis of the claimant’s normal week- 
ly earnings and the payment of benefits 
does not begin until the weeks of ‘‘earn- 
ings’? have run out. You must record 
these monies even if they are paid in con- 
templation of the separation or are to be 
paid after the employment terminated. 

For general guidance regarding the in- 
surability of the following payments or 
benefits, refer to the chart on page 30 of 
this guide. 


1 7 A Vacation pay 


Enter the gross amount of vacation pay. 

If vacation pay is paid into a trust fund 
or paid on every cheque, enter the term 
“trust fund’’ or ‘‘paid on every cheque’’. 
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Statutory 
holiday pay 


17B 


Statutory holiday pay, paid or payable, 
is considered to be earnings for the pur- 
pose of calculating UI benefits. Enter the 
holiday date and the amount of pay for 
statutory holidays that occur after the 
later of the dates shown in #12 and 13. 


1 7G Other monies 


If any of the following payments are paid 
or payable in contemplation of, on, or af- 
ter the separation from employment, 
enter the type of payment and the 
amount: 


@ Pension payments: Record the total 
amount if lump sum or the weekly or 
monthly entitlement and the effective 
date. If the amounts and effective date 
are not known, enter ‘‘Pension 
amount unknown’? in #17C and record 
in #22 Comments section the name and 
telephone number of the person we 
may contact for further information. 


@ Severance pay (or a payment made in 
recognition of long service or loss of 
office or employment) 


@ Retirement benefits 


® Accumulated retirement or sick leave 
credits 


Bonuses or gratuities 
Wages in lieu of notice 


Retroactive wage increase 


A payment in kind (describe article, 
e.g., car and give monetary value) 


® All other monies (please specify) 


If there is insufficient space, use the Com- 
meiuts section #22. 

Please indicate in the appropriate box 
whether the reported insurable monies 
have been allocated to the final pay 
period. 


1 Paid sick/maternity/ 
paternity leave or 
group wage-loss 
indemnity payments 
after the last day 
worked (#12) 


If the employee will receive paid sick 
leave, maternity, paternity or adoption 
leave, after the date shown in #12, enter 
the date these payments start. 

Also indicate the number of weeks or 
days for which they are payable and the 
amount of these payments or the percen- 
tage of salary to be paid. This must also 
be done if an employee is eligible for pay- 
ments under a group wage-loss indemni- 
ty plan or a long-term disability plan. This 
information is important because these 
payments affect the amount of UI 
benefits the claimant will receive. 


ternity, Be or adop- 


ents / 
Geoetose. indemniy. alah * oe 
_ the ipa et corte earnings for 


* This a group insurance plan whereby income 
is provided to employees by the employer 
when an employee is unable to work due to 
illness, maternity, paternity, adoption or ac- 
cident. 


4 Reason for 
issuing an ROE 


One of the following code letters should 
be entered in the box to show why there 
has been or will be an interruption of 
earnings: 


Code A: Shortage of work 


A shortage of work caused by, for exam- 
ple, a plant shut-down, decreased produc- 
tion, bad weather, fire hazard, job 

completed or employment contract 
terminated. 


Code B: Strike or lock-out 


Work has stopped due to a strike or lock- 
out at the place of work. 


Code C: Return to school 


The employee has left the job to go to 
school or university. 


Code D: Illness or injury 


The interruption of earnings is caused by 
illness, injury or quarantine. 


Code E: Quit 


The employee voluntarily left the job. If 
you know the reason, give this informa- 
tion in the Comments section. If not, 
please provide the name and telephone 
number of a person who would be able 
to provide it to the Commission if 
required. 


Code F: Pregnancy/Adoption 


The employee is not working due to 
maternity, paternity or adoption leave. 


Code G: Retirement under age 65 


The employee has retired before reaching 
age 65. Provide the reason for retirement 
(i.e., voluntary, health reasons or com- 
pany policy). Note the reason in the Com- 
ments section. 
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Code H: Work Sharing 


Your company negotiated a work shar- 
ing agreement with the Commission and 
this employee is covered by that 
agreement. 


Code J: Apprentice training 


Under provincial legislation, some ap- 
prentices must take training as a condi- 
tion of their apprenticeship. Use this code 
when you are issuing an ROE for such an 
apprentice. 


Code L: Age 65 


The employee has reached age 65 and has 
either retired or is continuing to work. 


Code M: Dismissal 


Use this code if an employee has been dis- 
missed or fired. You may enter the rea- 
son in the comments section or just enter 
“*M’’. In either case, please provide the 
name and the telephone number of a 
person the Commission may contact for 
more information (if that person is not 
the issuer). 


Code N: Leave of absence 


The employee is on paid or unpaid leave 
of absence for reasons other than illness, 
injury, maternity, paternity or adoption 
leave. Please enter the reason for the leave 
of absence in the Comments section, if 
known. Provide the name and telephone 
number of a person the Commission may 
contact for more information if that 
person is not the issuer. 


Code K: Other 
(on the reason for the leave of absence) 


If the ROE is issued for some reason not 
covered by any other code, enter the rea- 
son in the Comments section. Also pro- 
vide the name and telephone number of 
a person the Commission may contact for 
more information if that person is not the 
issuer. 


2 Expected date 
of recall 


If you expect the employee to come back 
to work for you, enter the expected date 
of recall. This usually occurs in cases of 
illness or injury, pregnancy, paternity or 
adoption leave or a temporary layoff. If 
there is a possibility of returning but the 
date is unknown or if the employee will 
not be returning check the appropriate 
block. 


2 Signature and 
declaration 


The signature certifies that all statements 
on the ROE are true. Therefore, the em- 
ployer or an authorized person (e.g., pay- 
roll clerk, bookkeeper) must sign the 
completed ROE in this space. An em- 
ployee, even if normally authorized, 
should not sign his/her own ROE. The 
name of the person who has signed the 
form should be typed or printed clearly 
in the space below the signature. 

If the ROE has been completed entire- 
ly by computer and no changes have been 
made, the name of the authorized person 
may be printed. Otherwise it must be 
signed. 


2 2 Comments 


Use this space to: 


@ explain why the date in #13 differs 
from the date in #12; 


@ explain the use of codes E,G,K,M,N; 


@ record the employee’s hourly rate of 
pay when the dollar value is less than 
the minimum for the pay period, but 
the employee has met the minimum 
hourly requirement and the pay peri- 
od is insurable; 


i record any monies paid in the final pay 
period or at a later date, if there is 
insufficient space in #17; 


& indicate that an employee is entitled to 
receive money from other sources such 
as a union sick leave plan or sup- 
plementary unemployment benefits; 


@ indicate the dates of insurable weeks 
and earnings prior to the first day 
worked that were not included on a 
previous ROE and are now included in 
#16; 


M@ record pension information if there is 
insufficient space in #17C and to pro- 
vide the name and telephone number 
of an individual other than the ROE 
issuer, who may be contacted for 
information regarding the pension; 


@ indicate that the employee continues to 
be employed by the new company af- 
ter a change in ownership occurred or 
to provide the date the change in 
ownership took place; 


M@ show the previous pay period type and 
pay period ending date, when the ROE 
reflects more than one type of pay 
period; 


@ provide any details or explanations 
which you think are important. 


2 Telephone 
Number 


Be sure to include your area code and 
extension number. 


24 Date of issue 


Enter the date on which you completed 
the ROE. 
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false or misle 
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Distribution of the ROE 
When you have completed the ROE: 
@ Separate the copies 


Do this carefully by removing the 
right-hand edge first. This will release 
the carbon sheets. The copies may then 
be easily separated by removing the 
left-hand edge. Do not separate the 
first two copies. 


@ Employee’s copies 


Give or send the first two copies to the 
employee. They are marked Em- 
ployee’s copy — Part 1 (green) and 
Part 2 (green). These copies may be 
folded for mailing. If for any reason 
you cannot give your employee the 
ROE personally, or you cannot mail 
it, or if it is returned undelivered, keep 
the employee’s copies until the em- 
ployee or the Commission asks for 
them. If you have not been asked for 
them within three years after the 
employee stopped working, you may 
destroy them. 

The employee’s copies of the 1989 
ROE fit into a standard #10 window 
envelope. Guide lines will help you fold 
it so that the information is clearly visi- 
ble. If you use a window envelope 
other than a standard #10, please be 
sure that the name and complete mail- 
ing address are visible through the 
window. 


@ Commission’s copy 


Mail the Commission’s copy to 
Box 9000, Bathurst, New Brunswick, 
E2A 4T3, in the envelope provided. 
Do not fold this copy. More than one 
copy of an ROE may be sent in an 
envelope. This copy must be mailed wi- 
thin five calendar days of the interrup- 
tion of earnings or the day you become 
aware of it, whichever is later. 


Do not send anything but the Commis- 
sion’s copy of completed Records of Em- 
ployment to Box 9000, Bathurst, New 
Brunswick, E2A 4T3. All requests for 
blank ROE forms and any other cor- 
respondence must go to your local CEC. 


@ Employer’s copy 


UI regulations require that you retain 
the fourth copy of the ROE with your 
payroll records for a period of six years 
from the end of the year covered by the 
records. It may only be destroyed pri- 
or to this period if you get written 
authorization from RCT. 


| 
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1 Special rules 


To calculate the insurable earnings and 
the number of weeks of insurable employ- 
ment, special rules apply to the follow- 
ing groups of workers: 


@ employees paid on commission 
@ employees paid on piece-work 


@ teachers and professional athletes on 
$2 week contracts 


For more details on how to determine 
insurable earnings for these employees, 
please refer to the Canada Pension Plan 
Contribution and Unemployment Insur- 
ance Premium Tables or for Quebec em- 


‘ployers, the Unemployment Insurance 


Premium Tables published by Revenue 
Canada, Taxation, or contact your Dis- 
trict Taxation Office. 


The following information will assist you 
in completing #15. 


2 Commissions or 
piece-work 
calculated on a 
regular pay period 
basis 


When the employee is paid by piece-work 
or commissions on a regular basis (e.g., 
bi-weekly, semi-monthly), complete #15 
on the ROE according to the instructions 
provided for the type of pay period in- 
volved. (For details, see pages 10 to 17 of 
this guide.) The same instructions apply 
on drawings that are paid on a regular 
basis where no periodic settlement of 
account is made. 


3 Earnings calculated 
on a yearly basis 


The following earnings are calculated on 
a yearly basis: 


@ commissions paid at irregular intervals 


@ a combination of drawings or regular 
salary and commissions 


@ sums debited to drawing account at 
irregular intervals 


@ piece-work when settled at irregular 
intervals 


@ remuneration paid to an individual em- 
ployed under a contract of service for 
52 consecutive weeks, when the pay- 
ments do not extend over the entire 
period and are paid in other than 10 
or 22 payments 


These earnings are considered insura- 
ble on the basis of a calendar year. Remit- 
tance of UI premiums begins with the first 
dollar up to the yearly maximum insura- 
ble earnings. In 1989, the maximum year- 
ly insurable earnings is $31460. When the 
regular UI premium tables do not apply, 
contact your RCT District Office for in- 
structions on deducting UI premiums. 

This system of calculating insurable 
earnings and weeks of insurable employ- 
ment has been devised to accommodate 
employees with fluctuating incomes. It 
permits a fairer appraisal of the em- 
ployee’s income and could increase the 
worker’s entitlement to UI benefits. 

For example, a real estate agent may 
only receive two $5,000 commissions in 
a year. If we applied the normal pay peri- 
od rules, this employee would only be in- 
sured for two weeks, at $605 per week, 
the weekly maximum in 1989. However, 
if we average the income, by dividing the 
yearly gross income ($10,000) by 52, the 
employee would have 52 weeks of insura- 
ble employment at $192.31 per week. As 
the minimum weekly insurability require- 
ments are met, the weeks and earnings are 
insurable. 

The following formula is applied to 
obtain the average weekly earnings. 


Total gross earnings 
(in each calendar year) 
Number of weeks of work 
(in each calendar year) 


— average weekly 
earnings 


4 When less than a 
full year of work 
is involved 


If an employee begins to work after the 
start of a calendar year or leaves his job 
before the end of the year, make a 
proportional adjustment to the maximum 
yearly insurable earnings. 

You will obtain this adjusted yearly in- 
surable earnings by multiplying the week- 
ly maximum earnings by the number of 
weeks the employee worked continuous- 
ly during that calendar year. For exam- 
ple, an employee working September 12, 
1988 to March 10, 1989, could have 16 
weeks of insurable earnings in 1988 with 
maximum insurable earnings of $9,040 
(16 x $565 or 16/52 x $29,380) and 10 
weeks of insurable employment in 1989 
with maximum insurable earnings of 
$6050 (10 x $605 or 10/52 x $31460). 


5 Reduction in the 
maximum yearly 
insurable earnings 
because of a leave 
without pay 


When an employee is on leave of absence 
and is not receiving earnings from the em- 
ployer for a period of one week or more, 
the maximum insurable earnings for the 
year is determined by subtracting from 
the maximum yearly insurable earnings, 
the maximum weekly insurable earnings 
multiplied by the number of weeks in the 
period of leave. 

For example, an employee worked 
10 weeks and then was absent without 
pay for one week because of illness. He 
returned to work for three weeks, then 
quit. Only 13 of the 14 weeks will be con- 
sidered as weeks of insurable employment 
in order to calculate the yearly insurable 
earnings. 

For information on how to allocate in- 
surable earnings and calculate the premi- 
ums payable, please contact your nearest 
RCT District Office. 
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Completion of the The following chart will help you determine weeks of insurable employ- 
ROE for an employee ment and insurable earnings: 

whose earnings are Yearly basis (under 52 week contract) 
calculated on a Earnings calculated on a yearly basis 


yearly basis 


| Was the employee under a contract of service for the entire calendar year? | 


#8 Pay period type: enter ‘‘weekly 
(yearly basis)? on the ROE. mes | No | 


a week of insurable 
employment. Contact 
your District Taxation 

Office for a ruling 
if you are uncertain 
about the insurability 
of these weeks. 


No insurable earnings 
for the year. 


#14 Final pay period ending date: enter Did the employee earn Did the employee’s earnings 
of the Saturday of the calendar at least $6292 average at least $121 for each 
air x sr h ef 1 ($121 x 52 weeks) and calendar week of the contract of 
week In which the employment not take a leave of absence service excluding any weeks the 
stopped. for any full calendar week employee was on a leave of 
( ‘ without pay? absence without pay? 

#15 Insurable earnings by pay period: I 
enter the average weekly insurable Yes Lara | No | Yes | 
earnings for the last 20 weeks of in- eq 7 
surable employment or less if the em- Did the employee work for 15 hours or more in 
ployee worked a shorter period. If any of these calendar weeks? 
the period covers two calendar years, % - SEA a 

. es io ach calendar week is 
please calculate the average insura- insurable at the weakly average 
ble earnings for each calendar year, Ranitnceonate t up to a maximum of $605. 
that is the insurable earnings divid- Gan betcubstantiated 
ed by the number of calendar weeks that 15 or more hours No weeks of insurable 
of insurable employment. were worked, would be employment. 


52 weeks of insurable 
employment. 
Insurable earnings at the 
weekly average up to a 
maximum of $605. 


@ First day worked December 1, 1987. @ As the employee resigned on Febru- 


Resigned February 17, 1989. ary 17, 1989, the employer must adjust 
, . the maximum insurable earnings for 
@ This worker was engaged as a commis- 1989 to $4235 (7 weeks x $605). 


sioned salesperson with payments 
made at irregular intervals and UI 
premiums deducted on a yearly basis. 


@ In 1988, the employer had deducted 
the maximum yearly UI contributions 
by October 31. On that date, the total 
earnings were $29,720, an amount ex- 
ceeding the maximum insurable earn- 
ings for 1988 ($29,380). 


The Record of Employment should be 
completed as follows. 


@ In 1989, the employer would have 
deducted the maximum yearly UI con- 
tributions by February 3, 1989. On 
that date, the total earnings met the 
maximum insurable earnings of 
$31460 for 1989. 
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POSTAL CODE CODE POSTAL 


PAY PERIOD KLY ¢ DE PERIODE DE PAYE 


WEEKLY CYEARL 


SOCIAL INSURANCE NO./N° D'ASSURANCE SOCIALE 
\24- 45 6- #89 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


Em EMPLOYEE'S NAME AND ADDRESS /NOM ET ADRESSE DE L'EMPLOYE(E) 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


U.|. PREMIUMS PAYABLE UP TO 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU'AU 


A — OCCUPATION / PROFESSION FINAL PAY PERIOD ENDING DATE 
DATE DE LA FIN DE LA DERNIERE 


PERIODE DE PAYE 


STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMU- 
MAXIMUM OF 20 WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL NERATION ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE 
P.P.. IN WHICH THE 20th WEEK FALLS MENSUELS ET BIMENSUELS, CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 20€ 
IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH PP.. CHECK SEMAINE. SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 


AND ENTER ONLY THE TOTAL IN BLOCK 15A COURS DE CHAQUE P.P..COCHER IC/ 


PAY PERIOD PAY PERIOD 


- - EXCEPTION EXCEPTION 
REMUNERATION ee REMUNERATION RE OeRODEEELD REMUNERATION BORE RODE REMUNERATION 


ASSURABLE DEIBAYE ASSURABLE DE pave ASSURABLE DE PAYE ASSURABLE 


ai Le 

G05,00 <—— fs 
‘| G0S,00 

cs | 


alice 
ESE ee 


7 

15 1 SURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, __ 

TOTAL (ROUND TO THE NEAREST DOLLAR) WHICHEVER IS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES 
TOTAL (ARRONDIR AU DOLLAR PRES) O O SEMAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


DAVAAERNITC AB RENEELITC INTHER THARI REI I AD DAV) OAIN IAI TUE CINIAL DAY MODINN AD MawaANni eC AT AL ATEN NATE 


PAY PERIOD 
EXCEPTION 
DE PERIODE 
DE PAYE 


PAY PERIOD 
EXCEPTION 


INSURABLE EARNINGS INSURABLE EARNINGS INSURABLE EARNINGS INSURABLE EARNINGS 


Example 

Date Amount of 

commissions commissions 

paid paid 

January 21, 1988 $ 6,500 

March 4, 1988 3,220 

March 28, 1988 7,500 

July 4, 1988 8,520 

October 31, 1988 3,980 

1988 Total $29,720 

Date Amount of 

commissions commissions 

ode paid Contact your local District Taxation 
Office if you are uncertain whether the 

January 4, 1989 $18,000 worker was in insurable employment for 

January 18, 1989 5,900 all or any of the weeks employed. 

February 3, 1989 8,500 

February 22, 1989 5,000 


1989 Total $37,400 
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#22 Comments section: Describe in this 
section the type of payments (e.g., 
combination of salary and commis- 
sion, commission paid at irregular 
intervals). 


7 Commissions paid 
after termination 
of employment 


The final payment of commissions may 
be paid after the initial ROE is issued. 

These commissions must be added to 
the gross earnings of the last year of em- 
ployment and the insurable earnings cal- 
culated again. As the amended insurable 
earnings will be greater than the insura- 
ble earnings reported on the initial ROE 
(except when the insurable earnings were 
already at a maximum of $605), an 
amended ROE must be issued. This 
amended ROE must be completed in its 
entirety and distributed according to the 
instructions in Part 2. 


8 Individuals with 10 or 
22 pay periods in a 
year employed under 
annual contracts 
where services are 
not performed for 
the entire 52 weeks. 


Such individuals may be full time 
teachers, professional athletes, marine 
captains and chief engineers for inland 
waters. 

The following charts provide the mini- 
mum hours, the minimum and maximum 
insurable earnings and the equivalent 
weeks of insurable employment for these 
pay periods. 


These charts are applicable only if an em- 
ployee remains in an ‘‘employed”’ status 
under contract for the full 52 week peri- 
od. If an employee quits or takes leave 
of absence without pay, you must calcu- 
late the weeks and earnings of insurable 
employment on a calendar week basis 
(refer to page 22 except for teachers, see 
pages 25, 26 and 27). 

When a worker employed under a 
52 week contract has no layoff or sepa- 
ration from employment (although there 
is anon-work period) and is paid for the 
full duration of the contract, there is no 
need to issue an ROE unless the Commis- 
sion requests one. If however, the con- 
tract is not renewed, an ROE must be 
issued and must be completed as follows: 


#8 Pay period type: enter ‘‘10 pay peri- 
ods’’ or ‘‘22 pay periods.”’ 


#11 First day worked: enter the starting 
date of the contract. 


#12 Last day worked: enter the last day 
the employee performed services. 


#13 UI premiums payable up to: enter 
the last day of the contract. 


#14 Final pay period ending date: enter 
the date of the last payment. 


#15 Insurable earnings by pay period: 


For 10 pay periods: One payment is 
equal to 5.2 weeks (52 + 10 = 5.2) and 
the maximum insurable earnings for 
5.2 weeks is $3146 (5.2 x $605 = 
$3146). Beginning with the most recent 
pay period, enter three pay periods at 
5.2 weeks each (3 x 5.2 = 15.6) and in 


block 4, one pay period of 4.4 weeks (20 
— 15.6 = 4.4) using 85 % of the insura- 
ble earnings of the fourth last pay period 
(4.4 is 85% of 5.2). 

For example, an employee received 
$2,000 per pay period. Number 15 would 
have three entries at $2,000 with 5.2 in the 
Pay Period Exception column, and one 
entry at $1,700 with 4.4 in the Pay Peri- 
od Exception column (85% x $2,000 = 
$1,700). 


For 22 pay periods: One payment is 
equal to 2.36 weeks (52 + 22 = 2.36) and 
the maximum insurable earnings for 2.36 
weeks is $1427.80 (2.36 x $605 = 
$1427.80). Beginning with the most recent 
pay period enter eight full pay periods at 
2.36 weeks (8 X 2.36 = 18.88) and one 
pay period, at 1.12 weeks (20 — 18.88 = 
1.12). To obtain the insurable earnings 
for the last entry, calculate 47 per cent of 
the insurable earnings of the ninth last 
pay period (1.12 is 47% of 2.36). 

For example, an employee received 
$1,000 per pay period. Number 15 would 
show eight entries at $1,000 with 2.36 in 
the Pay Period Exception column, and 
one entry at $470 with 1.12 in the Pay 
Period Exception column (47% x $1,000 
= $470). 
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Gg Interruption of 
earnings during an 
annual contract 
when paid 10 or 
22 times a year 


If an employee quits or takes a leave of 
absence without pay prior to the end of 
the contract year, it is necessary to recal- 
culate the weeks of insurable employment 
and insurable earnings on a calendar week 
basis by determining the number of weeks 
““employed’’ during the contract year. 

A recalculation is required as the em- 
ployee will not be ‘‘employed’’ for 
52 weeks and thus will not have 52 weeks 
of insurable employment. 

Count the number of calendar weeks 
“‘employed’’ from the starting date of the 
contract to the date of the interruption 
of earnings. Also include any weeks 
where the employee is receiving paid sick, 
maternity or paternity leave payments at 
a rate of 60 per cent or more of the nor- 
mal weekly insurable earnings. Then di- 
vide the earnings received by the number 
of weeks ‘‘employed’’ to obtain the 
weekly insurable earnings. 

If the employee worked for you dur- 
ing the previous contract year, the Record 
of Employment will contain data from 
the previous contract year as the ROE 
must cover the last 52 weeks. 


The Record of Employment is to be 
completed as follows: 


#8 Pay period type: show ‘‘weekly’’. 


#11 First day worked: enter the starting 
date of the contract (if the employee 
worked for you during the previous 
contract year, enter the starting date 
of the previous contract). 


#12 Last day worked: enter the last day 
the employee performed services for 
you. 


#13 UI premiums payable up to: this will 
normally be the same as the last day 
worked. Please refer to #13 of Part 2 
of the guide. 


#14 Final pay period ending date: enter 
the date of the Saturday of the week 
in which the interruption of earnings 
occurred. 


#15 Insurable earnings by pay period: 


As the weekly insurable earnings are the 
same for each pay period covered by the 
last contract, just write the amount in the 
first and last entry covering the period 
and draw a line through the blocks in- 
between. If the last 20 weeks cover a peri- 
od from the previous contract year, enter 
the required figure in the Pay Period Ex- 
ception column and the corresponding in- 
surable earnings for a total of 20 weeks. 
The 20th week may not coincide with the 
end of a complete pay period. To deter- 
mine the insurable earnings for the 20th 
week (the last entry), calculate the por- 
tion of the insurable earnings in the pay 
period in which the 20th week falls. 

For example, an employee was em- 
ployed only 18 weeks during the last con- 
tract year. In the previous contract year 
the employee was paid 10 times a year 
with each pay period equal to 5.2 weeks. 
As two weeks of insurable earnings are 
to be shown in the last entry, calculate the 
insurable earnings as follows: (2 weeks + 
5.2 weeks) X insurable earnings of the 
pay period represented by the 5.2 weeks. 

The last entry will show 2 in the Pay 
Period Exception column. 

The formula to use for the 20th week, 
whether the 20th week is to be obtained 
from a 10 pay period or a 22 pay period 
is as follows: 


X Insurable earnings 
of that pay period 


# of weeks required 
# of weeks represented 
by the pay period 


#22 Comments section: if in #15 you 
have included a period from the 
previous contract year, indicate the 
previous pay period type (e.g., 
10 pay periods) and the previous 
contract ending date. 


10 


The following are general statements 
only, due to the variety of contracts for 
teachers (i.e., weekly, monthly). If you 
are uncertain about the weeks of insura- 
ble employment or insurable earnings, 
please contact your RCT District Office. 


Interruption of 
earnings during 
annual contract: 
teachers 


When a teacher in one of these provinces 
has an interruption of earnings due to the 
termination of the contract or the grant- 
ing of unpaid leave during the teaching 
period, the total weeks of insurable em- 
ployment is based on the earnings 
received as a proportion of the annual 
Salary. 


Earnings from start of 


contract to interruption Weeks of 
of earnings X 52 = insurable 
Total annual salary employment 


For example, a teacher’s annual salary 
is $24,950. The teacher stops work De- 
cember 31 and has been paid $10,080. 
The number of weeks of insurable 
employment are calculated like this: 


$10,080 X 52 = 21 weeks of insurable 
$24,950 employment (if the 

number of insurable 
weeks is a fraction, 
such as 21 1/3, then 
it should be rounded 
up to the next whole 
number, 22). 


To calculate the weekly insurable earn- 
ings, divide the salary received by the 
number of weeks of insurable employ- 
ment calculated according to the formu- 
la noted above. 


26 Part 3 


When a teacher quits, is laid-off, is dis- 
missed or takes an unpaid leave of ab- 
sence during the teaching period, the 
weeks of insurable employment will be 
the number of full and partial calendar 
weeks between the starting date of the 
contract and the date the contract is ter- 
minated or the teacher commences unpaid 
leave. 

If the contract is terminated or the 
teacher asks for an ROE for maternity, 
paternity or adoption leave during the 
non-teaching period, the weeks of insura- 
ble employment will be the number of full 
and partial calendar weeks between the 
starting date of the contract and the date 
the contract is terminated or the date the 
leave of absence commences. 


If a teacher quits, is laid-off, is dismissed 
or takes an unpaid leave of absence dur- 
ing the teaching period, the weeks of in- 
surable employment will be the number 
of full and partial calendar weeks between 
the starting date of the contract and the 
date the contract is terminated or the 
teacher commences unpaid leave. 

The weekly insurable earnings would be 
determined by taking the total remuner- 
ation paid for the part contract year and 
dividing by the number of full and par- 
tial weeks employed within that contract 
year. If the average exceeds the maximum 
weekly insurable earnings, enter only the 
maximum weekly amount for the calen- 
dar year in which the monies are paid. 
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If the contract is terminated or the 
teacher asks for an ROE due to materni- 
ty, paternity or adoption leave during the 
non-teaching period in July, and he/she 
has taught the full period, the weeks of 
insurable employment will be the number 
of full and partial calendar weeks between 
the starting date of the contract and the 
date the contract terminated or the date 
the leave of absence commences. 

When a teacher asks for an ROE due 
to maternity, paternity or adoption leave 
during the non-teaching period in August, 
and has not yet taught during the current 
contract, report only the weeks of insura- 
ble employment up to July 31. 


a | 1 Completing the ROE 


The Record of Employment is to be com- 
pleted as follows whether the interruption 
of earnings occurs during or at the end 
of the contract year. 


#8 Pay period type: If the ROE covers 
only part of the contract year, please 
contact your local CEC or the ROE 
advisor serving your area for details. 

If the ROE covers a complete con- 
tract year, enter your pay period 
type, ‘‘bi-weekly, monthly, etc.”’ 


#11 First day worked: enter the starting 
date of the contract. If the employee 
has been continuously employed by 
you since the previous contract year, 
enter the starting date of the previ- 
ous contract. 


#12 Last day worked: show the last day 
the teacher taught. 


#13 UI premiums payable up to: enter 
the date the contract terminated or 
the date before the leave without pay 
commenced, whichever is applicable. 
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#14 Final pay period ending date: if the 
ROE covers only part of the contract 
year, contact your local CEC or the 
ROE advisor serving your area for 
details. If the ROE covers a complete 
contract year, enter the ending date 
of the final pay period for the year. 
For example, if the last day worked 
was June 26, but the final pay peri- 
od ends June 30, enter June 30. 


#15 How this will be completed depends 
on the method used to calculate the 
insurable earnings. 

If the ROE covers only part of the 
contract year, contact your local 
CEC or the ROE advisor serving 
your area for details. 

If the ROE covers a complete con- 
tract year, refer to the instructions 
for your pay period type (see Part 2, 
#15). 

When the insurable earnings are 
the same for each pay period, just 
write the amount in the first and last 
entry and draw a line through the 
blocks in between. If the insurable 
earnings in each pay period are at the 
maximum level, just check the block 
and enter the total in #15A. 

If the 20th week does not coincide 
with the end of a complete pay peri- 
od, you may have to calculate the 
portion of the insurable earnings in 
the pay period in which the 20th 
week falls. Please refer to the instruc- 
tions for the appropriate pay period 
type in this guide (e.g., Part 3 for 10 
or 22 pay periods, Part 2, #15 for 
other pay periods). 

#22 Comments section: If in #15 you 
have recorded earnings from the 
previous contract year, indicate the 
previous pay period type (e.g., 
10 pay periods) and the previous 
contract ending date. 


1 Daily payroll and 
other special groups 


Insurable earnings for employees paid on 
a daily basis must be calculated accord- 
ing to Revenue Canada Taxation instruc- 
tions. Please refer to their publications 
Canada Pension Plan Contribution and 
Unemployment Insurance Premium Ta- 
bles or, for Quebec employers, Unem- 
ployment Insurance Premium Tables. 

When insurable earnings have been cal- 
culated, complete #15 by following the in- 
structions for weekly pay periods (Part 2, 
#15). 

Special rules apply to workers such as 
barbers, hairdressers and taxi and pas- 
senger vehicle operators. If you are in any 
doubt about weeks of insurable employ- 
ment or insurable earnings, refer to the 
RCT publications mentioned above. Once 
you have determined the weekly earnings 
for these workers, follow the instructions 
for weekly pay periods (Part 2, #15). 


7 Persons employed 
on board a ship 


For employers of persons employed on 
board a ship and covered by Canada 
Labour Code Regulations respecting the 
hours of work of employees engaged in 
shipping, please record in the Comments 
section of the ROE any outstanding 
balance of leave pay, the number of leave 
days/lay days which the employee has ac- 
crued but not taken (as days off) up to 
the date of layoff and the hourly wage. 
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What do we mean when we talk about: 
@ insurable employment 
@ insurable earnings 


We have prepared some general guide- 
lines that will explain these terms and 
make it easier for you to complete the 
Record of Employment. Under the UI 
Legislation, Revenue Canada Taxation 
(RCT) is the sole authority responsible for 
determining the insurable nature of any 
employment. The RCT publication, 
Canada Pension Plan Contribution and 
Unemployment Insurance Premium Ta- 
bles will provide you with detailed infor- 
mation. Quebec residents should refer to 
Unemployment Insurance Premium 
Tables for Quebec employers. 


1 insurable 
Employment 


Generally, most people working under a 
contract of service — that is, an 
employer-employee relationship — work 
in insurable employment. A contract of 
service usually exists when the employer 
has the right to control what work the 
employee does and how it will be done. 

Certain types of employment are not 
covered, even though there is an 
employer-employee relationship. For 
example, employees who earn an amount 
in cash which is less than the minimum 
weekly insurable earnings and are em- 
ployed less than 15 hours a week. The 
RCT publication gives you all the 
exceptions. 

Barbers, hairdressers, taxi and pas- 
senger vehicle operators and_fisher- 
men/women can be included in insurable 
employment, even though they may not 
be working under a contract of service. 
RCT has separate publications explaining 
coverage and insurable earnings for these 
workers. Ask your nearest Revenue Cana- 
da Taxation District Office for a copy of 
the publication you need: 


@ Fishermen and Unemployment 
Insurance 


@ Information for Taxi and Passenger 
Vehicle Operators — Unemployment 
Insurance Coverage 


& Information for Barbers and 
Hairdressers — Unemployment Insur- 
ance Coverage 


2 Minimum insurability 
requirements in 
1989 


To be in insurable employment, an in- 
dividual who is paid weekly by the same 
employer, must either receive an amount 
in cash equal to 20 per cent of the maxi- 
mum weekly insurable earnings ($121 in 
1989) or must work at least 15 hours in 
a week. 

Once the employment is determined to 
be insurable, the insurable earnings can- 
not exceed the maximum for a weekly pay 
period ($605 in 1989). For example, if an 
employee earns $1,000 a week, only $605 
is insurable and thus must be reported on 
the ROE. 

In 1989, the minimum and maximum 
insurable earnings by pay period are as 
follows: 


In 1988, the minimum and maximum in- 
surable earnings were: 


Employees paid on a bi-weekly or on 
another multiple of a week basis may 
sometimes earn less than 20 per cent of 
the maximum earnings or work less than 
15 hours in one pay week* of the pay 
period. But as long as they had some 
earnings or worked in each pay week of 
the pay period and the total earnings or 
hours were at or above the minimum re- 
quired, the employment during the entire 
pay period would be insurable up to the 
applicable maximum insurable earnings. 


* A pay week is a period of seven consecutive 
days or any one of two or more such con- 
secutive periods, the last of which ends on 
the employer’s payroll ending date. This 
definition makes it possible to apply the rules 
on minimum insurability uniformly to all 
pay periods that are multiples of a week, 
whether or not the pay week is a calendar 
week, 
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For example: In a bi-weekly pay period, 
a person earned $75 in one week and $175 
the next, for a total of $250. The earn- 
ings for both weeks would be insurable 
because the minimum insurable earnings 
for a bi-weekly pay period ($242 in 1989) 
were met. 

Another example: If a person worked 
10 hours in one week and 20 hours the 
next, earnings for both weeks in the bi- 
weekly pay period would be insurable, up 
to the maximum, because the minimum 
hourly requirements (30 for a bi-weekly 
pay period) had been met. 

For those paid on semi-monthly or 
monthly basis, the entire pay period 
would be insurable up to the maximum 
as long as the worker had some earnings 
or worked in each calendar week and part 
week of the pay period and the total earn- 
ings or hours were at or above the mini- 
mum required. 


3 How insurable 
earnings are 
determined and how 
they are allocated 


Instructions on the determination and 
allocation of insurable earnings are con- 
tained in RCT’s publications Canada 
Pension Plan Contribution and Unem- 
ployment Insurance Premium Tables and 
Unemployment Insurance Premium 
Tables for Quebec employers. 

The following chart provides general 
guidance and may be used for reference, 
but you should direct specific questions 
to the RCT District Office. 


Allocation of earnings according to UI 
(Collection of Premiums) Regulations 


Type of Payment =| 


w Salary, wages 

a Commission/draw 

a Employer paid leave |— 
(vacation, sick, 
statutory holiday | 
orother) 


Other earnings, e.g., 

overtime, retroactive in- 
crease, wages in lieu of 
notice, vacation pay (no 
leave taken) 


Allocate to the 
| period in which it is 


In this chart: 


Paid: refers to the time when the pay 
cheque or payment is processed. 


While working: means during the period 
that an employee is performing services 
or is on paid leave of absence (e.g., 
vacation or sick leave). 


Layoff: refers to a stoppage of work oc- 
curing when the employer/employee rela- 
tionship continues to exist although no 
work is performed and the employee is 
not on a period of leave without pay, 
maternity leave, paternity leave, adoption 
leave, sick leave without pay, etc. 


Termination: is defined as the complete 
severance of the contract of employment 
between the employee and the employer. 


Unpaid leave: refers to a leave of absence 
for which the employee receives no 
monies from his/her employer. 


Allocate to the pay period for which it 
is paid: means the payment will be insura- 
ble in the pay period during which the 
monies were earned or during which the 
work was performed. 


Allocate to the pay period in which it 
is paid: means the payment will be insura- 
ble in the pay period during which the pay 
cheque or payment is processed. 


Allocate to the last pay period: means 
include with the earnings for the last pay 
period for which wages, salary or com- 
mission were paid. This means that the 
last pay period does not have to meet the 
minimum insurability requirements be- 
fore this payment is included. 
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Unemployment Insurance 


Employer guide 


How to complete the 
Record of 
Employment 


Important facts 
to Know when an 
employee 

Stops working 


1990 


Canadi 


Record 


British Columbia 


Burnaby See Vancouver 
Campbell River 286-6212 
Chilliwack 792-1371 
Coquitlam 464-7144 
Courtenay 334-3151 
Cranbrook 489-4101 
Dawson Creek 782-5877 
Duncan 748-5231 
Kamloops 372-2515 
Kelowna 762-3018 
Langley 533-1201 
Matsqui 854-2400 
Nanaimo 754-0222 
Nelson 352-3155 
New Westminster 526-4511 
North Vancouver See Vancouver 
Penticton 492-3848 
Port Alberni 724-0151 
Powell River 485-2721 
Prince George 561-5200 
Prince Rupert 624-9671 
Regional H.Q. 666-0142 
Richmond See Vancouver 
Saanich 727-6551 
Surrey 590-3346 
Terrace 635-7134 
Trail 368-5566 
Vancouver 681-8253 
Vernon 545-2125 
Victoria 388-3488 
Whitehorse 667-5002 
Williams Lake 392-4184 
Vancouver Hot Line 666-3196 


(8:00 a.m. to 4:30 p.m.) 


New Brunswick 


Bathurst 548-7998 
Campbellton 753-7771 
Edmundston 739-0223 
Fredericton 452-3624 
Moncton 857-6664 
Newcastle 622-3421 
Saint-John 648-4917 
St. Stephen 466-1460 
Shediac 532-9376 
Woodstock 328-3366 


Manitoba 

Brandon 727-6949 
Selkirk 482-3323 
Thompson 677-4342 
Winnipeg 983-3094 
Other Zenith 4-6100 
Saskatchewan . 


North & South Employers 


Hotline 1-800-667-7554 
Regional Employers Hotline 780-5000 
Ontario a ine 
Brantford 756-6101 
Hamilton (Local calls) 572-2796 
Kitchener 579-1550 
St. Catharines 688-3663 
Toronto 973-8900 


(Serving the Toronto 
Metropolitan Area) 

All Other Ontario 
Locations 


1-800-263-8364 


Prince Edward Island _ 


Charlottetown 566-7775 
Montague 838-3315 
Summerside 436-4300 
Alberta 

Calgary 292-5125 
Edmonton 495-4722 
Grande Prairie 532-4411 
Lethbridge 327-8535 
Medicine Hat 526-2825 
Red Deer 342-1166 
Québec 

Drummondville 477-4150 
Hull 953-2830 
Joliette 756-1094 
Jonquiere 542-8184 
Laval 682-8950 
Lévis 833-8200 
Longueuil 679-4061 
Montréal Centre 495-2696 
Montréal Centre-Nord 722-2531 
Montréal Centre-Sud 283-3450 


lf your questions do not pertain to completion of the Record of Employment, 
please contact your nearest Canada Employment Center. 


255-9113 
Montréal Nord-Ouest 735-5784 
Montréal Ouest 365-9300 
Québec Beauport 529-8792 
Québec Charlesbourg 627-4414 
Québec Ste-Foy 648-3901 
Rimouski 722-3200 
Riviere du Loup 862-9510 
Rouyn 764-6711 
Sherbrooke 564-5830 
St-Hyacinthe 773-7481 
St-Jean 348-0961 
St-Jérome 436-4230 
Trois-Rivieres 379-3900 
Ville St-Georges 228-8806 
Nova Scotia 
Amherst 667-5163 
Antigonish 863-6510 
Bedford 426-1951 
Bridgewater 543-9181 
Dartmouth 426-2117 
Digby 245-4781 
Halifax 426-8061 
Kentville 678-8365 
New Glasgow 752-0500 
Port Hawkesbury 625-2500 
Sydney 564-7254 
Truro 895-1647 
Windsor 798-5701 
Yarmouth 742-7103 
Newfoundland 
Clarenville 466-3241 
Corner Brook 637-4258 
Gander 256-6517 
Grand Falls 292-5126 
Happy Valley 896-9373 
Harbour Grace 772-6060 
Marystown 279-1064 
St-John’s East 772-5312 
St-John’s West 772-6179 
Stephenville 643-2104 
Northwest Territories 
Yellowknife 920-8401 
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This guide gives you 
general information on 
the Record of Employment 
(ROE) and step-by-step 
help in its completion. 


It will help you complete an ROE no matter what kind 
of pay period you use. 

If you require further information, contact the ROE 
advisor serving your area or your nearest Canada Em- 
ployment Centre (CEC). The location and telephone 
number of ROE advisors are listed on the opposite page. 
It may be possible to arrange for a personal visit to your 
premises or for your participation in a group ROE 
seminar. 

If you have questions regarding the insurability of em- 
ployment or unemployment insurance premium deduc- 
tions, please refer to the Canada Pension Plan 
Contribution and Unemployment Insurance Premium 
Tables or the Unemployment Insurance Premium Tables 
(for Quebec employers) published by Revenue Canada, 
Taxation, or contact your District Taxation Office. 


Produced by Public Affairs 
Employment and Immigration Canada 


For more information, 

contact your nearest 

Canada Employment Centre or: 
Enquiries and Distribution 
Ottawa — Hull 

K1A OJ9 

Tel.: (819) 994-6313 


Minister of Supply and Services Canada 1989 
“at. No. LU2-79/1989rev. This guide was prepared in co-operation with Revenue Canada, 


SBN 0-662-57003-0 Taxation. 


325,000) IN 327/1/90 
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What’s new in 1990? 


@ The minimum and maximum insura- 
ble earnings have changed effective 
January 1, 1990. 


| 
ar | 

$1) ory) trom 
128.00 15 hours : 
256.00 30 hours 
semi-monthly |277.33 33 hours 
monihty 554.66 65 hours 
13 pay periods | 512.00 


Pay period 


weekly 


bi-weekly 


2773.33 | 
2560.00 | 


60 hours 


w For employers with semi-monthly, 
monthly and 13 pay periods: 
Should a pay period exception occur, 
the pay period involved must be re- 
ported in #15 of the ROE by individual 
calendar week. For example: If there 
are only three weeks which are insur- 
able in a monthly pay period, three 
separate entries must be made. Each 
entry must indicate the amount of 
weekly insurable earnings and a “‘1” 
in the pay period exception column. 
This will reduce Commission staff 
enquiries. 


w@ There is a possibility that the Unem- 
ployment Insurance legislation will be 
amended in 1990. If this occurs, you 
will be notified of the nature of the 
changes shortly after approval. 
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Common questions 


Question: 


Answer: 


@ How do I obtain a supply of Record 
of Employment forms? 


@ Please see pages 2 and 3 of this guide. 


@ Does the employee require the ROE to 
apply for UI benefits? 


@ No. An employee should be encoura- 
ged to apply for UI benefits without 
delay. However processing of the 
employee’s claim will be delayed until 
the ROE is received. 


@ Do I have to show vacation pay in 
block 17 if I have included it in pay 
period #1, block 15 of the ROE? 


@ Yes. The gross amount of monies, like 
vacation pay or wages in lieu of notice, 
must always be shown in block 17 even 
if all, part or none of the amount is 
insurable. 


@ What should I do if monies such as 
severance pay, vacation pay, retro- 
active pay increase are paid to an indi- 
vidual after termination of employ- 
ment but were not reported on the 
ROE? 


@ As these payments may have an effect 
on UI benefits, another ROE may be 
required. Contact your local CEC or 
the ROE advisor serving your area for 
guidance concerning your particular 
case. 


@ Can I change my pay period type, for 
example, from semi-monthly to 
weekly, without affecting the entries in 
blocks 15 and 16? 


@ The type of pay period used is entirely 
at the discretion of the employer. 

If an ROE covers two types of pay 
periods, the number of weeks of insu- 
rable employment and the amount of 
insurable earnings must be recorded in 
the same manner used for deducting 
UI premiums. 

If assistance is required to complete 
the ROE, please contact your local 
CEC or the ROE advisor serving your 
area. 


@ When the pay period began in 1989 but 
ended in 1990, do I record the 1989 or 
1990 maximum insurable earnings on 
the ROE? 


@ If the pay period extends into 1990, the 
1990 maximum must be used. If the 
pay period ended in 1989, and the pay- 
ments were made in 1989, the insurable 
earnings reported on the ROE should 
not exceed the 1989 maximum. How- 
ever, if the payments were made in 
1990, the 1990 maximum must be used. 


@ What should I do with void or cancel- 
led ROE forms? 


@ Destroy the form(s) by hand or 
machine shredding. Make a note of the 
serial number(s) of those destroyed and 
retain with your payroll records for the 
required six year period. 
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1 What is an ROE? 


The ROE is the form each employer must 
complete for every employee who stops 
working in insurable employment or 
reaches age 65. 

The. Canada Employment and Im- 
migration Commission (CEIC) uses the 
employment history information on the 
ROE to decide if a person qualifies for 
UI benefits, what the benefit rate should 
be and how long a person is eligible for 
these benefits. 

ROE information is also used to detect 
fraud and abuse of the UI program. 
Therefore you can understand that ac- 
curate ROE information is very impor- 
tant and will cut down on the number of 
follow-up phone calls from the Com- 
mission. 


2 When should you 
issue an ROE? 


Generally, an ROE must be issued within 
five calendar days of an employee’s in- 
terruption of earnings or the day you be- 
come aware of the interruption, 
whichever is later. 

To help you issue an ROE in time, if 
necessary, you may estimate the earnings 
of an employee’s final pay. (In such 
instances you may have to issue an 
amended ROE. The Commission will 
advise you if this is required.) 


An interruption of earnings occurs when 
one of two things happens. 


1) Following a period of employment, 

there is a layoff or separation from 
that employment lasting seven consecu- 
tive days, during which an employee per- 
forms no work and has no earnings from 
the employer. 

(Remuneration for a statutory holiday 
which occurs after the last day worked, 
old age pensions, military pensions and 
employment pensions are not considered 
as earnings for the purpose of determin- 
ing if there is an interruption of earnings.) 


2) When insured persons stop working 

because of illness, injury, quarantine, 
pregnancy, paternity or adoption leave, 
and their weekly earnings (for example, 
paid sick leave) fall below 60 per cent of 
their normal weekly insurable earnings 


from that employment. (Wage-loss in- 
demnity payments, whether insurable or 
not, are not considered earnings for the 
purpose of determining if there is an 
interruption of earnings.) 


Layoff, dismissal or leave without pay 
Issue an ROE within five calendar days 
of the last day worked or within five 
calendar days after you learn of the in- 
terruption of earnings, whichever is later. 

During a mass layoff (or as a result of 
a labour dispute) you may find it difficult 
to issue a large number of ROEs within 
the five-calendar-day time limit. If so, 
contact your local CEC or the ROE ad- 
visor serving your area. 


Part time, temporary or casual workers 
For employees who work on a part-time 
or temporary basis throughout the year 
and have frequent interruptions of earn- 
ings, an ROE need not be issued each time 
there is an interruption of earnings. 
However, employers must be able to pro- 
vide a list of the weeks of insurable em- 
ployment and the insurable earnings by 
pay period if the Commission asks for it. 
In addition, an ROE must be issued wi- 
thin the five-calendar-day time limit 
when: 


@ the employee is no longer on the 
employer’s supply list; 


@ the employee did not work for a peri- 
od of 30 calendar days; 


@ it is requested by the Commission; or 


@ it is requested by the employee and an 
interruption of earnings has occured 
in the previous 52 weeks, or since the 
last ROE was issued, whichever is 
later. 


2 + Part 1 
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Workers aged 65 

If an employee continues to work after 
reaching age 65, an ROE should be issued 
within five calendar days of the last day 
of the month of the birthday. 

(UI coverage ends for employees at the 
beginning of the month following their 
65th birthday.) If the employee’s last day 
of work is before the end of the month, 
an ROE should be issued within five days 
of the last day of work. 


When you issue ROEs to people 
aged 65, please advise them to 
file a Ul claim at their nearest 
Canada Employment Centre 
(CEC) since they may be eligible 
for unemployment insurance 
benefits. 


Change in company ownership 

If an employee continues to work without 
interruption following a change in owner- 
ship of a business, an ROE must be is- 
sued within the five calendar day time 
limit, if it is requested by the employee 
or if the payroll records (covering the em- 
ployment period prior to the change in 
company ownership) are not transferred 
to the new company. 

If the payroll records are transferred 
and the new employer agrees to issue 
ROEs for all employees covering the 52 
week period prior to any other interrup- 
tion of earnings which may occur, an 


ROE need not be issued at this time (un- 
less it is requested by the employee or the 
Commission). 

When the new business issues an ROE 
for an employee who continued working 
following a change in ownership, only 
one ROE is required. 


lilness, injury, quarantine, maternity or 
paternity leave 

If the employee will not be receiving any 
payments from either the employer or a 
group insurance plan, the ROE must be 
issued within five calendar days after the 
employer learns that there has been an 
interruption of earnings. 


Paid sick leave 

For the employee who receives paid sick 
leave (paid by the employer using credits 
earned while working), an ROE should 
be issued when those payments stop or 
fall below 60 per cent of the employee’s 
normal weekly insurable earnings, 
whichever occurs first. 


Wage-loss indemnity 

a) For the employee who receives pay- 
ments from a self-insured wage loss in- 
surance plan (income provided by the 
employer), the ROE must be issued 
within five calendar days of the last 
day of work or within five calendar 
days after the employer learns of the 
interruptions of earning, whichever is 
later. 


b 


—_— 


If the employee is receiving income 
during the period of absence through 
a third party (ie. an insurance compa- 
ny), the ROE must be issued within 
five calendar days of the last day 
worked or the last day for which UI 
premiums were payable, whichever is 
later. 


If you have questions concerning 
the insurability of your sick leave, dis- 
ability or group insurance plan, please 
contact your District Taxation Office. 


Important note: 


Failure to issue an ROE within the 
time limit is a breach of Section 
105 of the UI Act. On conviction, 
the employer may be subject to a 
fine or imprisonment or both. 
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3 How to obtain 
Records of 
Employment 


You can order blank ROEs by mail, tele- 
phone or in person from your local CEC. 

The Commission will need to know 
your RCT employer account number, the 
registered name of your firm and your ad- 
dress. If someone from your firm is pick- 
ing up the forms, the person will be askec 
to show some identification (e.g., driver’s 
licence, SIN card, vehicle ownership) anc 
sign the requisition form. You should 
keep a list of the serial numbers of the 
blank forms. If any forms are lost 01 
stolen, tell the Commission at once 
giving the serial numbers. 

ROEs are valuable documents. For thi: 
reason, the supply of these forms to em. 
ployers is controlled by the Commission 
The serial numbers of ROEs issued tc 
each employer are recorded by the CEC 


@ Accounting firms or payroll service 
bureaus who issue ROEs for other bus 
inesses can obtain blank ROEs usins 
their own Revenue Canada Taxatior 
(RCT) number. 

Many small businesses have thei 
payrolls prepared by self-employec 
bookkeepers who don’t have an RCT 
number. To order ROEs, these book 
keepers must provide the Commissio1 
with the RCT number of a business fo 
which they issue ROEs. 


Note: 


There is a special ROE form for 
self-employed fishermen called — 
‘Record of Employment Seasonal | 
Fisherman/woman’’ which can be 
obtained from your local CEC. 
The ‘‘Employer guide How to 
complete the ROE: fisher- 


men/women’’ is also available and 
will help you in the completion of 
this form. 
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4 Void, surplus or 
obsolete Record of 
Employment forms 


Void forms 

Before destroying the void form(s) by 
hand or machine shredding, take note of 
the serial number(s) of those to be des- 
troyed and retain with your payroll 
records for the required six years. 


Surplus forms 
Unused ROEs should be returned to your 
local CEC. 


Obsolete forms 
Please do not use obsolete forms. 

The following obsolete forms should be 
destroyed: Separation Certificate (UIC 
11-64) and the long, green Record of Em- 
ployment form (UIC 11-03). The Com- 
mission cannot process these forms 
because they do not give enough infor- 
mation for our current system. Use only 
the 10°” X 11”’ Record of Employment 
form INS 2106. 


5 Protecting 
the employee’s 
privacy 


Information collected on the ROE can be 
used in the administration of the employ- 
ment and benefit programs of the Cana- 
ja Employment and Immigration 
Commission. 

It is collected by the Commission un- 
ler the authority of the Unemployment 
msurance Act. The employee to whom 
he information relates has access to the 
-ommission’s copy on request. 


6 Ul, you and 
your employees 


As an employer, you have an important 
stake in how the UI program works. 

You pay premiums to the UI Account 
— 1.4 times the employee’s premium for 
each of your employees. You also con- 
tribute personally and corporately as a 
taxpayer. 

Since employee/employer premiums 
finance only part of the cost of the UI 
program, the rest is pai® out of general 
tax revenue. 

For information on how the CEIC uses 
the UI Account, why not contact your lo- 
cal CEC? Ask for a copy of a brochure 
prepared especially for employers. It is 
called The Employer’s Guide to 
Unemployment Insurance. 

Like you, your employees also have an 
interest in the UI program. Workers face 
the possibility of unemployment at some 
time in their lives because of a shortage 
of work, illness, pregnancy, adoption of 
a child or retirement. 

We have publications covering every- 
thing from general rights and obligations 
of claimants to special UI benefits. The 
following publications answer most 
employees’ questions about regular and 
special UI benefits: 


@ What you need to know about 
Unemployment Insurance 


@ A new face in the family photo? 
@ UI and you: when you reach 65 
@ We can help when you’re sick or hurt 


@ UI and you: claimant’s rights and 
obligations 


@ UI and you: earnings 


@ How to complete the 
application for benefits. 


Why not contact your local CEC and ask 
for copies of these publications for your 
employees or write to: 


Employment and Immigration Canada 
Public Affairs 

Enquiries and Distribution 
Ottawa-Hull 
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7 Did you know? 


The Commission’s ROE copy (blue) is 
used to maintain the integrity of the UI 
Account. The information on this copy 
is used to identify incorrect UI benefit 
payments. 

In general, the cost of the UI program 
is reduced by some $80 million a year 
through this audit activity. For this 
reason, it is important that the Commis- 
sion’s ROE copy be forwarded promptly 
to the Commission. 

There are two major programs that em- 
ployers can join to assist in preventing the 
incorrect payment of UI benefits and, at 
the same time, to reduce the administra- 
tive burden associated with the ROE: 


@ Employers with computerized payroll 
systems can, subject to certain condi- 
tions, participate in the Automated 
Earnings Reporting System. This sys- 
tem generally eliminates the need for 
subsequent written payroll information 
requests from the Commission. 


@ The Report On Hirings program al- 
lows the Commission to detect, more 
promptly, cases of unreported earn- 
ings. Some 74,000 employers are 
already participating in this program. 


Should you wish more information about 
detection of incorrect payment of UI 
benefits, please contact your local CEC 
or write to: 


Director 

Employment and Immigration Canada 
Control Branch 

Control Programs Directorate 

140 Promenade du Portage 

Phase IV, 9th Floor 

Ottawa-Hull 

K1A OJ9 
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IMMEDIATELY. THE REVERSE OF PART 2 CONTAINS IMPORTANT 


INFORMATION. 


A lL’ EMPLOYE(E) 
IL S’AGIT D'UN DOCUMENT PR. 


VEUILLEZ LE FAIRE II 


ECIEUX - CONSERVEZ-LE EN LIEU SOR. EMPLOYEE'S 

§) VOUS COMPTEZ PRESENTER UNE DEMANDE DE PRESTATIONS, COPE DE L EMPLOYEE) 
DIATEMENT. D'IMPORTANTS RENSEIGNE- 
MENTS VOUS SONT FOURNIS AU VERSO DE LA PARTIE 2. 


PART /PARTIE 


1 


TO EXTRACT 
CARBONS 
REMOVE 
THIS SIDE 
FIRST 


‘a 


ir 


POUR 
ENLEVER LES 
CARBONES 
DETACHER 
D'ABORD CE 
COTE-CI 


A- SHORTAGE 
OF WORK 
MANQUE 
DE TRAVAIL 


B- STRIKE OR 
LOCKOUT 
GREVE OU 
LOCK -OUT 


C- RETURN TO 
SCHOOL 
RETOUR AUX 
ETUDES 


D- ILLNESS OR 
INJURY 
MALADIE OU 
BLESSURE 


E- Quit 
DEPART 
VOLONTAIRE 


F- PREGNANCY / 
ADOPTION 
GROSSESSE, 
ADOPTION 


G- RETIREMENT 
UNDER AGE 65 
RETRAITE 
AVANT 65 


H- work 
SHARING 
TRAVAIL 
PARTAGE 


J- APPRENTICE 
TRAINING 
FORMATION 
EN 
APPRENTISS 


L- AGE 65 
65 ANS 


M-pISMISSAL 
CONGEDIEMI 


N- LEAVE OF 
ABSENCE 
CONGE 


K-OTHER 
EXPLAIN IN THE 
COMMENTS 
SECTION 


K-AUTRE 
PRECISER A 
LA SECTION 

OBSERVATIONS 


ENTER CODI 
INSCRIRE 
LE CODE 


2139 OL LN3S 38 LSNW (318) € Lovd 


HID V1 IFAOANF FHLJ L100 (INIT) € HLYVd VI 


The Record of Employment - 1990 5 
a eee CP 


ee en A 
Common errors to avoid: 


Here we list the most common problems 
people have in completing the ROE and 
show you the solutions. 


This part of the guide takes you ~ 
step-by-step through the ROE 
form (INS 2106 EF (10-88)). This 
will help you to complete each 
item correctly. Remember that 
you are making four copies. If 
you are completing it by hand, 


use a ballpoint pen and print Problem: Solution: 

firmly. You may use a typewriter 5 , ; a 

if you wish. The form can also be @ Mistakenly counting as weeks of in- R Count only weeks that meet the mini- 

completed by computer. surable employment, pay weeks which mum insurability requirements. Be es- 
did not meet the minimum insurabili- pecially careful when dealing with 
ty requirements (ie., UI premiums were partial pay periods. 


not payable). 


@ Reporting earnings that are less than @ Check the minimum and maximum 


the minimum or more than the maxi- levels for your pay period type. 
mum insurable earnings in a pay Do not report earnings below the 
period. minimum insurable earnings level un- 


less the employee worked the minimum 
hours in a pay period. (If this is the 
case, record the hourly rate of pay in 
#22 Comments section.) If earnings are 
above the maximum level do not show 
the actual earnings, but record only to 
the maximum level for your pay period 


type. 


@ Incorrectly reporting Pay Period @ Be careful to check whether each ROE 
Exception. entry represents a complete pay peri- 
od. If the employment was not insura- 
ble for the full pay period, enter the 
insurable earnings for each of the 
weeks or part weeks that were insura- 
ble, and a ‘‘1’’ in the Pay Period 
Exception column. 


@ Reporting net earnings. @ Report gross earnings (i.e., the actual 
amount before deductions are made) 
but only up to the pay period 
maximum, 


M@ Checking the block in #15 of the ROE @ This block should only be ticked when 
when the total insurable earnings the insurable earnings are at a 
(#15A) is less than the maximum maximum for each pay period. 
amount for the number of weeks of 
insurable employment reported. 


@ Not reporting the number of insurable @ Remember to report the number of in- 
weeks. surable weeks in block #16. 
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1 Serial No. 


Preprinted serial number of the form. 


2 Serial no. of 
Record of 
Employment 
amended or 
replaced 


You only need to make an entry here if 
you are completing an ROE to amend in- 
formation on one already issued, or to 
replace one. 

You must amend an ROE if you dis- 
cover errors after it has been released. 
When this happens, enter the serial num- 
ber of the ROE being replaced and com- 
plete the new form in its entirety. 

If an employee loses or misplaces the 
ROE and asks you for another, you may 
issue an amended ROE or you can pho- 
tocopy the one you kept with your pay- 
roll records (Employer’s copy — Part 4). 

You must countersign the photocopy 
and show a telephone number where the 
Commission can reach you to confirm 
that the copy is valid. You will have to 
issue a new ROE if the Commission asks 
for it. 


3 Employer’s payroll 
reference number 


Use this space to record your file refer- 
ence such as payroll or badge number, if 
applicable. This will help you locate your 
file copy of the ROE if a Commission 
official contacts you to clarify the infor- 
mation reported on it. 


4 Employer’s name 
and address 


Enter the business name and address as 
used on your Tax Deduction — Canada 
Pension — Unemployment Insurance 
Remittance Return (Form PD7A - 
PD7AR). 


5 Revenue Canada 
Taxation account 
number 


Enter the same account number as used 
on your Tax Deduction — Canada Pen- 
sion — Unemployment Insurance Remit- 
tance Return (Form PD7A - PD7AR) to 
remit UI premiums for this employee. 


6 Communication 
preferred in 


Check the appropriate block for the offi- 
cial language of your choice. 


7 Postal 

code 
Please type or clearly print the postal code 
of your business address. 


8 Pay 
period type 


Indicate the pay period type of the final 
regular pay period in which the interrup- 
tion of earnings occurred. 

The type of pay period may be one of 
the following: weekly, bi-weekly, semi- 
monthly, monthly or 13 pay periods a 
year. Any other type of pay period, such 
as annual contracts of service or commis- 
sion sales must be reported as stated in 
Part 3 pages 21 to 27. 

If the pay period type has changed dur- 
ing the period covered by the ROE, show 
the most recent pay period type in Block 
8 and in the Comments section, note the 
previous pay period type and indicate 
when the change occurred. If you are un- 
sure, please contact your local CEC or the 
ROE advisor serving your area. 


8] Employee’s name 
and address 


Please enter the family name first, then 
full first name and initials. Please write 
this information clearly. Include the 
employee’s postal code, if known. 


s A Occupation 


Give an accurate description of the em- 
ployee’s usual occupation (two or more 
words). For example: sales clerk, stock 
clerk, auto mechanic, construction 
labourer. 


a | Social Insurance 
Number (SIN) 


It is very important to enter the em- 
ployee’s correct Social Insurance Num- 
ber. A claim for UI benefits cannot be 
processed without it. It is used to identi- 
fy and locate a UI claim. 

As an employer you have an obligation 
to ensure that your employee has a So- 
cial Insurance Number. If, at the time of 
hiring, an employee does not have a SIN, 
then application to the Commission must 
be made, by the employee, within three 
days of starting work. 


4 First day 
worked 


Enter the actual day the employee start- 
ed to work. | 

If you do not know the actual first day 
worked and the employee has worked for 
you for more than two years, enter the 
date exactly two years before the inter: 
ruption of earnings. 

If the employee has worked for you or 
several occasions, the date to be entere¢ 
is the start of the most recent period it 
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_which the worker returned to work (that 

is, since you last issued an ROE to this 1 

person). . 

__ When a change of business ownership 
has taken place and the payroll records 
were transferred and maintained by the 
new employer, the first day worked is the 
date the worker started work for the origi- 
nal company. If an ROE had been issued 
previously, the date to be entered is the 
date the employee returned to work. If 
the ROE is issued within 52 weeks of a 
change of ownership, please confirm the 
change and the effective date in the 
Comments section. 

When UI premiums were payable af- 
ter an interruption of earnings within the 
last 52 weeks (such as for a vacation peri- 
od, paid sick leave or for self-insured 
wage-loss insurance payments), enter the 
dates of the insurable weeks and the earn- 
ings in the Comments section. The insura- 
ble weeks are to be included in the total 
insurable weeks in #16. The insurable 
earnings should be entered in #15 if they 
fell within the last 20 weeks. 


Ul premiums 
payable up to 


The date to be entered here is the last day 
for which you pay UI premiums for this 
employee. 

This is usually the date of the interrup- 
tion of earnings and the same as the last 
day worked. For someone who has 
reached age 65 and continues working, 
this will be the last insured day of the 
month in which the 65th birthday oc- 
curred. 

When this date differs from the last day 
worked, briefly explain why in the Com- 
ments section (#22). 


The exceptions 


Final pay period 


1 4 ending date 


Indicate the actual ending date of the fi- 
nal regular pay period in which the inter- 
ruption of earnings occurred. For 
example, if an employee who is paid on 
a weekly (Wednesday to Tuesday) basis 
left work on Friday, January 5, 1990, the 


1) The last day for which UI premiums 

are payable will be before the last 
day worked when an employee has earn- 
ings that were not insurable in the last pay 
period of employment. For example: an 
employee may work full time up to May 
1 and part time between May 2 and May 
15, and not earn the minimum amount 


1 Last day 
worked 


Enter the actual last date the employee 


performed services. 


If you are issuing an ROE for some- 
one who has reached age 65 and continues 
to work, enter the date of the last a 


worked in the month in which the 65t 
birthday occurred. 


or work the minimum hours to be insura- 
ble from May 2 to May 15. UI premiums 
are payable up to May 1, not to the last 
day worked (May 15). You would enter 
May 1 in #13 and in #22 part-time 
between May 2 and May 15. 


2) The last day for which UI premiums 

are payable will be after the last day 
worked when an employee is laid off at 
the end of a paid vacation period, gets 
paid sick, maternity, paternity or adop- 
tion leave, or workers compensation top- 
up payments that are insurable or is on 
paid pre-retirement leave. For example: 
an employee’s last day worked was May 
15, but he has a paid vacation period 
from May 16 to May 31. UI premiums are 
payable up to May 31. Enter May 31 in 
#13 and in #22, paid vacation period from 
May 16 to May 31. 

Another example: an employee’s last 
day of work was May 15. From May 16 
to May 31, the employee received paid 
sick leave payments which were insura- 
ble. After May 31, these payments 
dropped below 60 per cent of his normal 
weekly insurable earnings. In this case, 
enter May 31 in #13. 


final pay period ending date would be 
January 9, 1990. 

If the pay cycle has changed during the 
period covered by the ROE, this should 
be indicated in the Comments section. If 
you are unsure of the date to enter, please 
contact your local CEC or the ROE 
advisor serving your area. 


insurable earnings 


1 5 by pay period 


How you complete this part will depend 
on the type of pay period you use. 

When an employee’s earnings are at the 
maximum for each pay period to be 
reported on this ROE, and there are no 
pay period exceptions check the block 
provided (as explained in #15) and enter 
the total of insurable earnings for the pay 
periods in #15A. But before you enter the 
total remember to check to see if some of 
the 20 weeks were in the previous calen- 
dar year when the maximum was lower. 

When the employee’s earnings are be- 
low the maximum but are the same for 
a number of pay periods, you do not have 
to enter the amount for each one. Just 
write the amount in the first and last pay 
periods where the earnings are the same 
and draw lines through the blocks 
in-between. 

When the dollar value is less than the 
minimum for the pay period, but the em- 
ployee has met the minimum hourly re- 
quirement and the pay period is insurable, 
record the employee’s hourly rate of pay 
in the comments section #22 of the ROE. 


The first entry in #15 
The first entry should record the insura- 
ble earnings for the final (most recent) in- 
sured pay period. Be sure to include all 
the insurable earnings, eg., vacation pay, 
etc. reported in block #17. If you used an 
estimate to determine the amount of 
insurable earnings in the final pay period, 
include the term ‘‘est.’’ beside the 
amount. You will have to issue an amend- 
ed ROE with the exact amount if the 
employee or the Commission asks for it. 
Employers who want to report the end- 
ing date of each pay period may do so in 
the Pay Period Exception column. 
However, there is absolutely no obliga- 
tion to do this. If you choose to make this 
entry and you must also enter a figure in 
that column to indicate the number of in- 
surable weeks in the pay period, please 
write the date above the figure. 
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y 
: , complete a | new 
tL The incor- 


If, due to employer bankruptcy, receiver- 
ship or financial difficulties, earnings 
were not paid, please contact your local 
CEC or ROE advisor for guidance on 
completion of #15 and 16 on the Record 
of Employment. 

If an employee is paid by commission 
or piece-work or if an employee is hired 
under an annual contract, refer to Part 3 
of this guide (pages 21 to 27). 

Instructions follow on completing #15 
for the most common pay period types. 
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Weekly pay period 
_ If the employee has had 20 or more weeks 
of insurable employment, make an entry 
in all 20 spaces, starting with the final in- 
surable pay period. If the employee had 
a week or weeks of employment that were 
not insurable, you will have to go back 


further than 20 weeks in your payroll 
records to obtain the 20 weeks of insura- 
ble earnings. If the employee has less than 
20 weeks of insurable employment, enter 
the insurable earnings for each week that 
was insurable. 

There are no entries in the Pay Period 


iy 


Remember, to be insurable a week of 
employment must meet one of the mini- 
mum requirements shown in the table be- 
low. No entry should be greater than the 
maximum insurable earnings ($640 in 
1990). Show dollars and cents for each 
pay period entry. 


| 
) Exception column for weekly pay 
| periods. 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for this type of pay period. 


Weekly pay period 


| Did employee earn at least $128 during the pay period? 


[es | 


No 


Worked at least 15 hours in the pay week? 


| 
No 


Pay week not insurable. 


No insurable earnings. 


Yes 


One week of insurable 
employment. 


insurable earnings up 
to a maximum of $640.00. 


oS | 
ay PAY VEEKLY DE PAYE 


Ute SOCIAL INSURANCE NO./N? D’ ASSURANCE SOCIALE 


POSTAL CODE /CODE POSTAL 


Ei EMPLOYEE'S NAME AND ADDRESS/NOM ET ADRESSE DE L’ EMPLOY. (E) 


- 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


U.l. PREMIUMS PAYABLE UP TO a 
COTISATIONS. D' ASSURANCE -CHOMAGE 
PAYABLES JUSQU’ AU \5 OG qo 
FINAL PAY PERIOD ENDING DATE DW M Y/A 
DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 


EN COMMENGANT PAR LA DERNIERE PERIODE DE PAYE ( PP.), INSCRIRE LE MONTANT DE LA 
ASSURABLE JUSQU'A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES 
DE PAYE MENSUELS ET BIMENSUELS, CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 
20° SEMAINE. SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 


COURS DE CHAQUE PP. COCHER IC/ ET INSCRIRE SEULEMENT LE TOTAL A LA CASE 15A 


is 


= A - OCCUPATION /PROFESSION 


as 


15 GING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL 
P.P.. IN WHICH THE 20th WEEK FALLS. . 

IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P., CHECK 


HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. 


INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD INSURABLE, EARNINGS PAY PERIOD INSURABLE EARNINGS Y PERIOD 
PP. REMUNERATION Fee a lLaPP: REMUNERATION EN ale PP: REMUNERATION ee IS Pp. REMUNERATION pane 
ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE AE ASSURABLE DE PAYE 
1 2 3 a 4 
a aaa ear a 
5 6 7 8 
——_ | eee 
9 10 1 12 
| = — Melancaa eae 
13 14 15 16 
——) = -— 
img 18 19 20 
15 ae Te i eMC TMM fora ve f HE 
INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
Fae (ROUND TO THE NEAREST DOLLAR) WHICHEVER IS LESS/SEMAINES ASSURABLES AU COURS DES 52 DERNIERES 
AL (ARRONDIR AU DOLLAR PRES) $ 0 O O SEMAINES OU DEPUIS LE DERNIER RE. LE NOMBRE LE MOINS ELEVE ETANT RETENU 
PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 


PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 
A- VACATION PAY / INDEMNITE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 


525 00 pie lien ‘sage 


Dy 


$ 
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Bi-weekly pay period 


Bi-weekly pay period 
(earnings calculated and 
paid every two weeks) 


In a bi-weekly pay period there are two 
pay weeks. For example if the pay peri- 
od is the Ist to 14th, pay week one would 
be the Ist to 7th and pay week two the 
8th to 14th. 

In this type of pay period, earnings are 
insurable for both weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($256 or 30 hours in 1990). 

When the earnings and hours worked 
in the complete pay period do not meet 
the minimums for this type of pay peri- 
od (see table), averaging the earnings over 
the bi-weekly pay period is not permitted. 
In these cases, determine the actual earn- 
ings and hours worked during each pay 
week of the pay period and apply the 
weekly minimums. If only one pay week 
meets the minimum requirements of $128 
or 15 hours, enter the figure 1 in the Pay 
Period Exception column and enter the 
insurable earnings for that week (up to 
the weekly maximum). 

For example, if the total hours and 
earnings for a bi-weekly pay period is 28 
hours and $196 (under the bi-weekly mini- 
mums) you would have to look at each 
pay week individually to see if either week 
met the minimum weekly requirements. 
In this example, the employee worked 20 
hours and earned $140 in the first pay 
week, while in the second pay week the 
person worked 8 hours and earned $56. 
Using the weekly minimums, the first pay 
week, is insurable but the second pay 
week is not. Therefore the ROE entry for 
this bi-weekly pay period would be $140 


S22 


in the insurable earnings column and 
(representing the first pay week) in the 
‘‘Pay Period Exception’’ column. 

If the employee has had 20 or more 
weeks of insurable employment, you will 
have to record the earnings for at least 10 
pay periods, starting with the final pay 
period. More than 10 entries will be need- 
ed if one week in any pay period was not 
insurable. 

When an employee has more than 20 
weeks of insurable employment, the 20th 
week may not fall in a complete pay peri- 
od. If the insurable earnings for only one 
week are needed to cover the 20th week, 
the amount to be entered in #15 will be 


the total insurable earnings in the bi- 
weekly pay period divided by two. The 
figure ‘‘1’’ should be entered in the Pay 
Period Exception column. 

If the employee has less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 


Note: 


Show dollars and cents for each 
pay period entry. aK 


or 


Maximum 


3 256.00 4280.00 a 
1210.00 | 


The following chart will help you determine weeks of insurable 
employment and insurable earnings in this type of pay period. 


Bi-weekly pay period 


Did the person work 
or 


Did the person have 
earnings in each week of 
the pay period? 


Yes 


Did the person work 
at least 30 hours 


or Garten 
Did the person have {No | 


earnings of at least 
$256 in the pay 


Did the person work 
for at least 15 hours 


Did the person have 
earnings of at least $128 
in either pay week? 


or 


period? = al ha 
eee : a le 
Yes | Yes No 
- | ? : d s = 
Two weeks of One week of Pay period 
insurable insurable not insurable. 
employment. employment. No insurable 
Insurable insurable 


earnings up to 
a maximum 
of $1280. 


earnings up to a 
maximum of $640. 
Show a 1 in 
Pay Period 
Exception column. 


earnings. 


— 
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Ui POSTAL CODE/CODE POSTAL 8 | PAY PERIOD TYPE/GENRE DE PERIODE DE PAYE 


Bi- WEEKLY 


UXe} SOCIAL INSURANCE NO./N? D’ ASSURANCE SOCIALE 


123-456-789 
le Paul 11 Dy M Y/A 


FIRST DAY WORKED 


PREMIER JOUR DE TRAVAIL OS OS 86 


12 OV M Y/A 
LAST DAY WORKED 


DERNIER JOUR DE TRAVAIL [ { 05 q 0 


UES U.|. PREMIUMS PAYABLE UP TO DW M Y/A 


COTISATIONS D' ASSURANCE -CHOMAGE 5; 
PAYABLES JUSQU’ AU 0 0 


edu EMPLOYEE’S NAME AND ADDRESS/NOM ET ADRESSE DE L' EMPLOY! (E) 


A - OCCUPATION /PROFESSION BEEN iva Pay PERIOD ENDING DATE, DY M YiA 
DATE DE LA FIN DE LA DERMERE 0s; 
PERIODE DE PAYE 0 
EW STARTING WITH THE FINAL PAY PERIOD (PP), ENTER THE INSURABLE EARNINGS UP TO a EN COMMENCANT PAR LA DERNIERE. PERIODE DE 


; DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA 
MAXIMUM OF 20 WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL REMUNERATION ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES 
P.P.. IN WHICH THE 20th WEEK FALLS. 


DE PAYE MENSUELS ET, BIMENSUELS, CONSIGNER TOUTE LA PP PENDANT LAQUELLE TOMBE LA 
IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P., CHECK 


20° SEMAINE. SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 
HERE fw ic] AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE PP. COCHER ICI ET INSCRIRE SEULEMENT LE TOTAL A LA CASE 15A 
INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD 
PP. REMUNERATION Fane Re: REMUNERATION Re ee REMUNERATION (GLEN UD REMUNERATION Renee 
ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE 
| oe F es 
1 | ©40.00| | |: | 1000.40 » | 1210-00 , > ——— > 
| 


-———] 


Brel sh 210-00)v010> | 9] 8024 : | (000.00 


» | (210.00 | | 1060.00 i | 890.00) J |e 


Me 2 Rerean 
13 14 15 | 16 
=| — | ia 
17 18 iS 20 


i 


3 ~ WM nsurasce Weeks in THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
Ub Les oe, ihe THE been taey | 2 WHICHEVER IS LESS/SEMAINES ASSURABLES AU COURS DES. 52 DERNIERES 5 2 
OTAL (ARRONDIR AU DOLL ES) $ O O _|___SEMAINES OU DEPUIS LE DERNIER RE. LE NOMBRE LE MOINS ELEVE ETANT RETENU 
PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


\ - VACATION PAY / INDEMNITE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
D// M Y/A Dy M Y/A D/J M Y/A 


$ [hs sree bSier oe Reames. As 


»- OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


$ $ $ 
MPORTANT 
THE ABOVE PAYMENTS ARE INSURABLE. HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: YES NO iF NO, EXPLAIN IN COMMENTS SECTION 
| LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE OUI NON SI NON. PRECISER A LA CASE “OBSERVATIONS” 
a PAID SICK / MATERNITY /PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS 


(AFTER THE LAST DAY WORKED) ; 
CONGE DE MALADIE/MATERNITE/PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU 


D'UN REGIME COLLECTIF D’ ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) 


REASON FOR ISSUING THIS ROE ENTER CODE 
RAISON DU PRESENT RELEVE INSCRIRE LE CODE 


FOR FURTHER INFORMATION, CONTACT TELEPHONE /TELEPHONE 
POUR PLUS DE RENSEIGNEMENTS, APPELER 


AYMENT D// M Y/A 


TART DATE 
ATE DE DEBUT FOR WEEKS/DAYS AMOUNT 
L PAIEMENT POUR SEM /JOURS _MONTANT 
EXPECTED DATE Dy Mt Y/A | AM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
OF RECALL THAT ALL STATEMENTS ON THIS FORM ARE TRUE 
DATE PREVUE NOT RETURNING UNKNOWN JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 
Be RAPPEL RETOUR NON PREVU DATE NON CONNUE J'ATTESTE, PAR LES PRESENTES, QUE TOUTES LES DECLARATIONS FAITES SUR CE 
a COMMENTS /OBSERVATIONS FORMULAIRE SONT VERIDIQUES 


SIGNATURE OF ISSUER/SIGNATURE 


NAME OF ISSUER (please print)/NOM DU SIGNATAIRE (en lettres moulées) 
FET eeProne NUMBER /NUMERO DE TELEPHONE 


| 2a} Le Ae 
21 . rE 
oF (10-88) EF NOTE TO EMPLOYEE A L’EMPLOYE(E) EMPLOYEE'S 
THIS IS A VALUABLE DOCUMENT. KEEP IT IN A SAFE PLACE. IF YOU /L S’AG/T D'UN DOCUMENT PRECIEUX - CONSERVEZ-LE EN LIEU SOR Pein  EMELOVELE) 
>] fen INTEND TO FILE A CLAIM FOR UI BENEFITS YOU SHOULD DO SO SY VOUS COMPTEZ PRESENTER UNE DEMANDE DE PRESTATIONS. 1 
IMMEDIATELY. THE REVERSE OF PART 2 CONTAINS IMPORTANT —VEUILLEZ LE FAIRE IMMEDIATEMENT. D'IMPORTANTS RENSEIGNE. PART/PARTIE 
ana a INFORMATION. MENTS VOUS SONT FOURMIS AU VERSO DE LA PARTIE 2 
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Semi-monthly and monthly pay periods 
The table below and the table on page 14 
may be used to convert complete semi- 
monthly and monthly pay periods 
into weeks of insurable employment. 
There are 2 1/6 weeks of insurable em- 
ployment for each complete semi- 
monthly pay period (52 weeks divided by 
24 = 2 1/6) and there are 4 1/3 weeks of 
insurable employment for each complete 
monthly pay period (52 weeks divided by 
b= 4173). 


1989 


Be 


Table for semi-monthly pay period 


Weeks of insurable employment sa 


Semi-monthly pay period 
ee ee 
Seven (ito weer se ee 
1990 33 277.33 1386.66 
Le 


In these types of pay periods, earnings 
are insurable for all weeks in the pay peri- 
od if the employee either worked or had 
earnings in each week and part-week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
(see the appropriate table below or on 
page 14). 


If the earnings and hours worked do 
not meet the minimum for these types of 
pay periods or if the employee did not 
work or have earnings in each week and 
part-week of the pay period, insurability 
must be determined on a calendar week 
basis (Sunday to Saturday). Enter the in- 
surable earnings for each of the calendar 
weeks or part weeks that were insurable, 
i.e., that meet the minimum weekly re- 
quirements (see table on page 29). Put a 
figure 1 in the Pay Period Exception 
column for each of the insured weeks. 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least 10 semi- 
monthly pay periods or five monthly pay 


periods. 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for semi-monthly pay 


Semi-monthly pay period 


or 


Did the employee work 


Did the employee have | = | No | 
earnings in each week or eee 
part-week of the pay | 


period? Did the employee work for 
Number of complete Equivalent weeks of at lee 15 ing in a 
semi-monthly pay periods insurable employment Yes te othe wat mera 
i= |S or 
- Did the employee have 
Did the employee work for ; 
earnings of at least $128 
A CAT ——s in any calendar week (Sun. 
; a — No L —| = Sat.) or part-week in the 
Did the employee have oe avinars 
earnings of at least ae dati P eae 
$277.33 in the pay period? l ia 
eils | Yes | 


_Yes | 


One insured week for each calendar 
week in the pay period in which one 


of the minimum requirements has 
been met up to a maximum of $640 
per week (enter 1 in the Pay | 
Period Exception column for : 
each insured week reported). | 


Semi-monthly pay period | 
is insured (2 1/6 weeks) up 


Pay period is not 
insurable. 


Pe 
Ree 
Ee 

E 
: 


| 
to a maximum of $1386.66. 
- | 


| No insurable earnings. 
t 


sein 
See 


queens 
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periods, starting with the final pay peri- 
od. More than these entries may be need- 
ed if any week or part of a week in a pay 
period was not insurable. Show dollars 
and cents for each pay period entry. 

If the employee had less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 


—— 


PAY PERIOD TYPE/GENRE DE PERIODE DE PAYE 


Mi- MONTHLY 


ey EMPLOYEE’S NAME AND ADDRESS/NWOM ET ADRESSE DE L’ EMPLOY! (E) ‘ Ue SOCIAL INSURANCE NO./N? D’ASSURANCE SOCIALE 


123-45 6- 789 


nt Pi 4 FIRST DAY WORKED 2c : - 
PREMIER JOUR DE TRAVAIL o2 ro) 8 6 


12 Of M 
LAST DAY WORKED 


Y/A 
DERNIER JOUR DE TRAVAIL 04 o) °q fa) 


UM POSTAL CODE /CODE POSTAL 


LEA U.|. PREMIUMS PAYABLE UP TO OW M Y/A 
COTISATIONS D’ ASSURANCE -CHOMAGE 
PAYABLES JUSQU'’ AU 0 ‘o) 0 
EN A - OCCUPATION /PROFESSION Ubd FINAL PAY PERIOD ENDING DATE DJ M Y/A 
DATE DE LA FIN DE LA DERNIERE [5 
PERIODE DE PAYE (6) 0 


MEN STARTING WITH THE FINAL PAY PERIOD (P-P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (PP), INSCRIRE LE MONTANT DE LA 
; MAXIMUM OF 20 WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL REMUNERATION ASSURABLE JUSQU'A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES 


P.P., IN WHICH THE 20th WEEK FALLS. DE PAYE MENSUELS ET BIMENSUELS, CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 
IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P., CHECK 20€ SEMAINE. SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 
HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE PP, COCHER IC/ ner: [ey INSCRIRE SEULEMENT LE TOTAL A LA CASE 154 


INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS 
PP. REMUNERATION ae VPP. REMUNERATION be tae PP. REMUNERATION Be Cnen. ne PE REMUNERATION 
ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE 


1] GHo.o0| 1 | 2 | 1386.64 —},f + Tf 
2 1286-66 0s 1144.62 
» 1250.00 |» | 1386-66 : : 


UGH INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
WHICHEVER IS LESS/SEMAINES ASSURABLES AU COURS DES 52 DERNIERES 
O O SEMAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE : 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


A - VACATION PAY / INDEMNITE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
DY) M Y/A D// M Y/A DV M Y/A 


$ io a 5 hue pecs aa Pedal 


C- OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


TOTAL (ROUND TO THE NEAREST DOLLAR) 
TOTAL (ARRONDIR AU DOLLAR PRES) 


17 


pene 
IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: YES NO IF NO, EXPLAIN IN COMMENTS SECTION 


SI LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: 


PAID SICK/MATERNITY /PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS 
(AFTER THE LAST DAY WORKED) 

CONGE DE MALADIE/MATERNITE/PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU 
D'UN REGIME COLLECTIF D' ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) 


NON _S! NON. PRECISER A LA CASE “OBSERVATIONS” 


RAISON DU PRESENT RELEV. INSCRIRE LE CODE 


REASON FOR ISSUING THIS ROE > ENTER CODE 


tae etd hBweoe SOS eS ni (uiee Simms [3 mee ios Kia), ates. = cas 5 noe me te rks hs cme te 


14 Part 2 The Record of Employment - 1990 


Monthly pay period | The following chart will help you determine weeks of insurable 
a employment and insurable earnings for monthly pay periods. 


Monthly pay period 


Did the employee work 
or 
Did the employee have No 
earnings in each week and 
part-week of the pay 2 
period? Did the employee work for 


at least 15 hours in any 
calendar week or part- 


sg week in the pay period 
: or 
Number of complete ivalent wee yf ; Did the employee have 
iE : Did the employee work for ; 
monthly pay periods | / Miloaer an hours earnings of at least $128 
ps in any calendar week or 
Did the employee have bare weckuene 
earnings of at least pay 2 : 
CL a $554.66 in the pay period? 
17.33) ; Yes 


| 2167 


= 

One insured week for each calendar 

week or part-week in the pay period 

in which one of the minimum 

Yes requirements has been met, up to a No 

maximum of $640 per week (enter 1 

in the Pay Period Exception column 
for each insured week reported). 


Monthly pay period Pay period is not | 
is insured (4 1/3 weeks) up insurable. 
to a maximum of $2773.33. No insurable earnings. 
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Um POSTAL CODE /CODE POSTAL yg PAY PERIOD TYPE/GENRE DE PERIODE DE PAYE 


MONTHLY 


Ut} SOCIAL INSURANCE NO./N° D’ ASSURANCE SOCIALE 


12%~ 456-78 
aa i] IME RST DAY WORKED 4 


Ey EMPLOYEE'S NAME AND ADDRESS/NOM ET ADRESSE DE L'EMPLOYE(E) 


OV M Y/A 


PREMIER JOUR DE TRAVAIL 0% ol qo 


D// M Y/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL | 5 0 i fe) 
13 PREMIUMS PAYABLE UP TO DW M Y/A 
COTISATIONS D' ASSURANCE-CHOMAGE ( 
PAYABLES JUSQU AU sails 06 0 
EW 4 - OCCUPATION /PROFESSION EES ric pay PERIOD ENDING DATE OW M Y/A 


DATE DE LA FIN DE LA DERNIERE 

PERIODE DE PAYE | ro) Oo 
—_i— ~ > 

FEE ST TN Oe oO HE EEINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE [PP], INSCRIRE LE WMONTANT DE LA 

| RRXIMUM OF 20 WEEKS FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL REMUNERATION ASSURABLE JUSQU'A UN MAXIMUM DE 20 SEMAINES POUR che REGISTRES 


P.P., IN WHICH THE 20th WEEK FALLS. DE PAYE MENSUELS ET, BIMENSUELS, CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 
IF_THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH PP. CHECK 208 SEMAINE S/ LA REMUNERATION. ASSURABLE A DECLARER CORRESPOND a MAXIMUM AU 
HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE PP. COCHER ICI [eeeeter. INSCRIRE SEULEMENT LE TOTAL A LA CASE 15A 
INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD 
PP. REMUNERATION Be ee IPP. REMUNERATION Bones || BP REMUNERATION eRe REMUNERATION petplest 
ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE 
1 | 540.90; | | 2 | 540.90) | || 236.36) | « 2600. 
fb} ee 


5 PanitGM Uhadahal sala da 7 8 | 
ma _7 2600.00 ms 


9 10 (li) 12 


13 14 15 16 
| 


17 18 


19 20 | 
24: 1 — 
15 
| A | TOTAL (ROUND TO THE NEAREST DOLLAR) INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 


WHICHEVER IS LESS/SEMAINES ASSURABLES AU COURS DES 52 DERNIERES 
TOTAL (ARRONDIR AU DOLLAR PRES) $ ( | 8 | PA O10 SEMAINES OU DEPUIS LE DERNIER RE. LE NOMBRE LE MOINS ELEVE ETANT RETENU 


UA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


A - VACATION PAY / INDEMNITE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE/S) 
D/J M Y/A O// M Y/A DW M YiA 


$ [nian ath ese eels rg pore ual 


C- OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


: $ $ $ 

: 

IMPORTANT 

AT THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: ’ VES NO IF NO, EXPLAIN IN COMMENTS SECTION 

SI LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE Our | NON SI NON. PRECISER A LA CASE OBSERVATIONS” 


PAID SICK /MATERNITY /PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS 
(AFTER THE LAST DAY WORKED) . ; 

CONGE DE MALADIE/MATERNITE/PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU 
D'UN REGIME COLLECTIF D' ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) 


REASON FOR ISSUING THIS ROE ENTER CODE | 
RAISON DU PRESENT RELEVE INSCRIRE LE CODE | 


FOR FURTHER INFORMATION. CONTACT TELEPHONE /TELEPHONE 
POUR PLUS DE RENSEIGNEMENTS, APPELER 


PAYMENT Dj M Y/A 

START DATE 

DATE DE DEBUT FOR WEEKS/DAYS AMOUNT 

DU PAIEMENT tertile POUR SEM/JOURS _MONTANT 
EXPECTED DATE py M Y/A TAM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
OF RECALL THAT ALL STATEMENTS ON THIS FORM ARE TRUE 
DATE PREVUE NOT RETURNING UNKNOWN JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 
EEMRAPPEL | | RETOUR NON PREVU DATE NON CONNUE J'ATTESTE, PAR LES PRESENTES QUE TOUTES LES DECLARATIONS FAITES SUR CE 
COMMENTS /OBSERVATIONS FORMULAIRE SONT VERIDIQUES 


SIGNATURE OF ISSUER/ SIGNATURE 


NAME OF ISSUER (please print)/NOM DU SIGNATAIRE (en lettres moulées) 
EET reLerrone NUMBER/NUMERO DE TELEPHONE Oe OM YA | 
| ol | Dae | mee 
fe 00 RE - P (70-88) EF NOTE TO EMPLOYEE A U’EMPLOYE/E) 


THIS IS A VALUABLE DOCUMENT. KEEP IT IN A SAFE PLACE. IF YOU /. S‘AGIT D'UN DOCUMENT PRECIEUX - CONSERVEZ-LE EN LIEU SOR COPE DEL GEtEN E ’ 
en INTEND TO FILE A CLAIM FOR Ul BENEFITS YOU SHOULD DO SO S/ VOUS COMPTEZ PRESENTER UNE DEMANDE DE PRESTATIONS 1 
IMMEDIATELY. THE REVERSE OF PART 2 CONTAINS IMPORTANT = VEUILLEZ LE FAIRE IMMEDIATEMENT. D'IMPORTANTS RENSEIGNE. PART /PARTIE 
adda INFORMATION. MENTS VOUS SONT FOURNIS AU VERSO DE LA PARTIE 2 
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13 pay periods a year 

In this type of pay period, earnings are 
insurable for four weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($512 or 60 hours in 1990). 

When the earnings and hours worked 
in the full pay period do not meet the 
minimum for this pay period, averaging 
the earnings over the pay period is not 
permitted. In these cases, determine the 
actual earnings and hours worked during 
each pay week within the pay period and 
apply the weekly minimums. 

If the employee had no insurable earn- 
ings in some of the pay weeks of a pay 
period, enter only the insurable earnings 
(up to the weekly maximum) for the 
weeks that were insurable. Enter the 
figure 1 in the Pay Period Exception 
column for each insured week reported. 

If the employee has 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five pay peri- 
ods, starting with the final pay period. 
More than five entries will be needed if 
one pay week in any pay period was not 
insurable. 

When an employee has more than 20 
weeks of insurable employment, the last 
entry should be the amount of insurable 
earnings for the pay period in which the 
20th week of insurable employment falls. 
You are no longer required to calculate 
the insurable earnings for the 20th week 
as this calculation will now be made by 
Commission staff. 

If the employee had less than 20 weeks 
of insurable employment, enter the 
insurable earnings for each pay period. 


Po ee ee 
a. Oe 
ts 


onieannanmsanniaian nuciuicananen 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for this type of pay period. 


13 pay periods a year 


Did the employee work 
or 
Did the employee have No 
earnings in each week or 
part-week of the pay 


period? Did the employee work for 
at least 15 hours during one 
or more pay weeks 
in the pay period 


Yes 


or 
ac ee Raia lk Mod Did the employee have 
earnings of at least $128 


or ; 
No 
Did the employee have ee pinvetty! Pay weon 
: in the pay period? 
earnings of at least 


$512 in the pay period? ] 


Yes 


One insured week for each pay 
week in the pay period in which 
one of the minimum requirements 
Yes has been met, up to a maximum No 
of $640 per week (Enter 1 in the 
Pay Period Exception column for 
each insured week reported). 


Me 


Four weeks of insurable Pay period is not 
employment. insurable. 
No insurable weeks. 


Insurable earnings up to 
the maximum $2560. 
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A Yi DE PERIODE DE PAYE 


\ YEAR 


SOCIAL INSURANCE NO./N? D’ ASSURANCE SOCIALE 


I29- 456- #84 


11 D. M 
FIRST DAY WORKED es 1” 
PREMIER JOUR DE TRAVAIL 


Edm EMPLOYEE'S NAME AND ADDRESS/NOM ET ADRESSE DE L’EMPLOYE(E) 


- 


12 0. M 
LAST DAY WORKED a aA 


DERNIER JOUR DE TRAVAIL 


UES UI. PREMIUMS PAYABLE UP TO DY M Y/A 
COTISATIONS D’ ASSURANCE -CHOMAGE 
PAYABLES JUSQU’ AU qo 


Ey A - OCCUPATION /PROFESSION Ud FINAL PAY PERIOD ENDING DATE. O/ M 


DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 


UB STARTING WITH THE FINAL PAY PERIOD (PP), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL 
P.P., IN WHICH THE 20th WEEK FALLS. 

IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P., CHECK 


HERE AND ENTER ONLY THE TOTAL IN BLOCK 15. 


Ua PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 


INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD INSURABLE EARNINGS PAY PERIOD 
PP. REMUNERATION Fe RE EPP. REMUNERATION Ae Re NG PR, REMUNERATION be RACER: REMUNERATION ae 
ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE nl} ASSURABLE DE PAYE 
bs bet 
: | 640.00!) | | 2! 2001-40 3 
+——_ -—— 
> 2001-40 s| 501-05 ! [>| 450.00) | | =| 550.00) | 
fie Se -————_} —— 
9 10 11 12 
lace al ae 
13 14 15 16 
17 18 19 20 
4 He el 
15 16 
LA | INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
Uli prion ie Le eid ta | WHICHEVER IS LESS/SEMAINES ASSURABLES AU COURS DES 62 DERNIERES 5 2 
$ O O SEMAINES OU DEPUIS LE DERNIER RE. LE NOMBRE LE MOINS ELEVE ETANT RETENU 


PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERMIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 


A - VACATION PAY / INDFMNITF NF VACANCES 
Total of all 


1 5 entries 


Round off the total of all entries to the 
nearest dollar and enter the figure in the 
block provided. 

If you make an incorrect entry, do not 
vhange the figure. Instead complete a new 
ROE form and destroy the incorrect form 
by hand or by machine shredding. Make 
i note of the serial number of the form, 
hen destroy it and retain the number with 
Our payroll records. 


1 Number of weeks 
of insurable 
employment 


‘or completion of this number, you will 
lave to look at the 52 week period before 
he interruption of earnings. 

Take the later of the dates in #12 and 
3, and count the insurable weeks which 
ccurred in the past 52 weeks. Do not i- 


clude any weeks which you reported on 
an earlier ROE for this employee. Of 
course, if the employee worked for you 
for less than a year, you will have to go 
back to the first day worked in the most 
recent period of employment. If you is- 
sued an ROE to this employee within the 
last year, count only insurable weeks since 
the last ROE was issued. 

If your pay period is semi-monthly or 
monthly, the total number of insurable 
weeks may include a fraction. When this 
happens, round the figure to the next 
whole number (e.g., for 25 1/6, record 
26). 


1 Payments or 
benefits 


Payments or benefits other than regular 
pay paid in the final pay period or at a 
later date. 


When calculating UI benefits, certain 
kinds of payments are considered to be 
“‘earnings’’. 

If a claimant receives such payments, 
the Commission allocates the money on 
the basis of the claimant’s normal week- 
ly earnings and the payment of benefits 
does not begin until the weeks of ‘‘earn- 
ings’? have run out. You must record 
these monies even if they are paid in con- 
templation of the separation or are to be 
paid after the employment terminated. 

For general guidance regarding the in- 
surability of the following payments or 
benefits, refer to the chart on page 30 of 
this guide. 
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1 7 A Vacation pay 


Enter the gross amount of vacation pay. 

If vacation pay is paid into a trust fund 
or paid on every cheque, enter the term 
“*trust fund’’ or ‘‘paid on every cheque’’. 


17B 


Statutory holiday pay, paid or payable, 
is considered to be earnings for the pur- 
pose of calculating UI benefits. Enter the 
holiday date and the amount of pay for 
statutory holidays that occur after the 
later of the dates shown in #12 and 13. 


1 7C Other monies 


If any of the following payments are paid 
or payable in contemplation of, on, or af- 
ter the separation from employment, 
enter the type of payment and the 
amount: 


Statutory 
holiday pay 


@ Pension payments: Record the total 
amount if lump sum or the weekly or 
monthly entitlement and the effective 
date. If the amounts and effective date 
are not known, enter ‘‘Pension 
amount unknown’’ in #17C and record 
in #22 Comments section the name and 
telephone number of the person we 
may contact for further information. 


@ Severance pay (or a payment made in 
recognition of long service or loss of 
office or employment) 


@ Retirement benefits 


® Accumulated retirement or sick leave 
credits 


@ Bonuses or gratuities 
@ Wages in lieu of notice 
@ Retroactive wage increase 


@ A payment in kind (describe article, 
e.g., car and give monetary value) 


@ All other monies (please specify) 


If there is insufficient space, use the Com- 
ments section #22. 

Please indicate in the appropriate box 
whether the reported insurable monies 
have been allocated to the final pay 
period. 


1 Paid sick/maternity/ 
paternity leave or 
group wage-loss 
indemnity payments 
after the last day 
worked (#12) 


If the employee will receive paid sick 
leave, maternity, paternity or adoption 
leave, after the date shown in #12, enter 
the date these payments start. 

Also indicate the number of weeks or 
days for which they are payable and the 
amount of these payments or the percen- 
tage of salary to be paid. This must also 
be done if an employee is eligible for pay- 
ments under a group wage-loss indemni- 
ty plan or a long-term disability plan. This 
information is important because these 
payments affect the amount of UI 
benefits the claimant will receive. 


Note: : 


If sick, Teter: pate 
tion leave payments 

less than 60. per cent 
woe insurable ee 


aoe you aout chow 
ployee’s next ROE. 


*This is a group insurance plan whereby 
income is provided to employees by the 
employer when an employee is unable to 
work due to illness, maternity, paternity, 
adoption or accident. 


1 Reason for 
issuing an ROE 


One of the following code letters should 
be entered in the box to show why there 
has been or will be an interruption of 
earnings: 


Code A: Shortage of work 


A shortage of work caused by, for exam- 
ple, a plant shut-down, decreased produc- 
tion, bad weather, fire hazard, job 
completed or employment contract 
terminated. 


Code B: Strike or lock-out 


Work has stopped due to a strike or lock- 
out at the place of work. 


Code C: Return to school 


The employee has left the job to go to 
school or university. 


Code D: illness or injury 


The interruption of earnings is caused by 
illness, injury or quarantine. 


Code E: Quit 


The employee voluntarily left the job. If 
you know the reason, give this informa: 
tion in the Comments section. If not: 
please provide the name and telephone 
number of a person who would be abl« 
to provide it to the Commission 1 
required. | 


Code F: Pregnancy/Adoption 
The employee is not working due t¢ 
maternity, paternity or adoption leave’ 


Code G: Retirement. under age 65 | 


The employee has retired before reachiny 
age 65. Provide the reason for retiremen: 
(i.e., voluntary, health reasons or com: 
pany policy). Note the reason in the Com! 
ments section. 
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Code H: Work Sharing 


Your company negotiated a work shar- 
_ing agreement with the Commission and 
this employee is covered by that 
agreement. 


Code J: Apprentice training 


Under provincial legislation, some ap- 
prentices must take training as a condi- 
tion of their apprenticeship. Use this code 
when you are issuing an ROE for such an 
apprentice. 


Code L: Age 65 


The employee has reached age 65 and has 
either retired or is continuing to work. 


Code M: Dismissal 


Use this code if an employee has been dis- 
missed or fired. You may enter the rea- 
son in the comments section or just enter 
“M’’. In either case, please provide the 
name and the telephone number of a 
person the Commission may contact for 
more information (if that person is not 
the issuer). 


Code N: Leave of absence 


The employee is on a leave of absence for 
reasons other than illness, injury, mater- 
nity, paternity or adoption leave. Please 
enter the reason for the leave of absence 
in the Comments section, if known. Pro- 
vide the name and telephone number of 
a person the Commission may contact for 
more information if that person is not the 
issuer. 


Code K: Other 


If the ROE is issued for some reason not 
covered by any other code, enter the rea- 
son in the Comments section. 


For further information, contact 


Please provide in this space the name and 
telephone number of a person the Com- 
mission may contact for more informa- 
ion pertaining to the reason for 
separation if that person is not the issuer. 


2 Expected date 
of recall 


If you expect the employee to come back 
to work for you, enter the expected date 
of recall. This usually occurs in cases of 
illness or injury, pregnancy, paternity or 
adoption leave or a temporary layoff. If 
there is a possibility of returning but the 
date is unknown or if the employee will 
not be returning check the appropriate 
block. 


2 Signature and 
declaration 


The signature certifies that all statements 
on the ROE are true. Therefore, the em- 
ployer or an authorized person (e.g., pay- 
roll clerk, bookkeeper) must sign the 
completed ROE in this space. An em- 
ployee, even if normally authorized, 
should not sign his/her own ROE. The 
name of the person who has signed the 
form should be typed or printed clearly 
in the space below the signature. 

If the ROE has been completed entire- 
ly by computer and no changes have been 
made, the name of the authorized person 
may be printed. Otherwise it must be 
signed. 


2 2 Comments 


Use this space to: 


®@ explain why the date in #13 differs 
from the date in #12; 


@ explain the use of codes E,G,K,M,N; 


@ record the employee’s hourly rate of 
pay when the dollar value is less than 
the minimum for the pay period, but 
the employee has met the minimum 
hourly requirement and the pay peri- 
od is insurable; 


@ record any monies paid in the final pay 
period or at a later date, if there is 
insufficient space in #17; 


@ indicate that an employee is entitled to 
receive money from other sources such 
as a union sick leave plan or sup- 
plementary unemployment benefits; 


@ indicate the dates of insurable weeks 
and earnings prior to the first day 
worked that were not included on a 
previous ROE and are now included in 
#16; 


@ record pension information if there is 
insufficient space in #17C and to pro- 
vide the name and telephone number 
of an individual other than the ROE 
issuer, who may be contacted for 
information regarding the pension; 


® indicate that the employee continues to 
be employed by the new company af- 
ter a change in ownership occurred or 
to provide the date the change in 
ownership took place; 


®@ show the previous pay period type and 
pay period ending date, when the ROE 
reflects more than one type of pay 
period; 


®@ provide any details or explanations 
which you think are important. 


2 Telephone 
Number 


Be sure to include your area code and 
extension number. 


24 Date of issue 


Enter the date on which you completed 
the ROE. 
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Distribution of the ROE 
When you have completed the ROE: 
® Separate the copies 


Do this carefully by removing the 
right-hand edge first. This will release 
the carbon sheets. The copies may then 
be easily separated by removing the 
left-hand edge. Do not separate the 
first two copies. 


@ Employee’s copies 


Give or send the first two copies to the 
employee. They are marked Em- 
ployee’s copy — Part I (green) and 
Part 2 (green). These copies may be 
folded for mailing. If for any reason 
you cannot give your employee the 
ROE personally, or you cannot mail 
it, or if it is returned undelivered, keep 
the employee’s copies until the em- 
ployee or the Commission asks for 
them. If you have not been asked for 
them within 52 weeks after the 
employee stopped working, you may 
destroy them. 

The employee’s copies of the ROE 
fit into a standard #10 window enve- 
lope. Guide lines will help you fold it 
so that the information is clearly visi- 
ble. If you use a window envelope 
other than a standard #10, please be 


sure that the name and complete mail- 
ing address are visible through the 
window. 


® Commission’s copy 


It is important to mail the Commis- 
sion’s copy in the envelope provided 
to Box 9000, Bathurst, New Brun- 
swick, E2A 4T3, and to affix proper 
postage on the envelope. This copy 
must not be folded. More than one 
copy of an ROE may be sent in an 
envelope. This copy must be mailed wi- 
thin five calendar days of the interrup- 
tion of earnings or the day you become 
aware of it, whichever is later. 


Do not send anything but the Commis- 
sion’s copy of completed Records of Em- 
ployment to Box 9000, Bathurst, New 
Brunswick, E2A 4T3. All requests for 
blank ROE forms and any other cor- 
respondence must go to your local CEC. 


@ Employer’s copy 


UI regulations require that you retain 
the fourth copy of the ROE with your 
payroll records for a period of six years 
from the end of the year covered by the 
records. It may only be destroyed pri- 
or to this period if you get written 
authorization from RCT. 


er 
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1 | Special rules 


To calculate the insurable earnings and 
the number of weeks of insurable employ- 
ment, special rules apply to the follow- 
ing groups of workers: 


® employees paid on commission 
@ employees paid on piece-work 


@ teachers and professional athletes on 
52 week contracts 


For more details on how to determine 
insurable earnings for these employees, 
please refer to the Canada Pension Plan 
Contribution and Unemployment Insur- 
ance Premium Tables or for Quebec em- 
ployers, the Unemployment Insurance 
Premium Tables published by Revenue 
Canada, Taxation, or contact your Dis- 
trict Taxation Office. 


ne ee fe ee 
The following information will assist you 
in completing #15. 


2 Commissions or 
piece-work 
calculated on a 
regular pay period 
basis 


When the employee is paid by piece-work 
or commissions on a regular basis (e.g., 
i-weekly, semi-monthly), complete #15 
on the ROE according to the instructions 
rovided for the type of pay period in- 
/Olved. The same instructions apply on 
lrawings that are paid ona regular basis 
vhere no periodic settlement of account 
$ made. For details, see pages 8 to 17 of 
his guide. 

This applies only if the monies have 
een earned during the pay period other- 
vise you must refer to the yearly rules to 
alculate the weeks of insurable employ- 
hent and insurable earnings (see next 
ection). 


3 Earnings calculated 
on a yearly basis 


The following earnings are calculated on 
a yearly basis: 


@ commissions paid at irregular intervals 


@ a combination of drawings or regular 
salary and commissions 


@ sums debited to drawing account at 
irregular intervals 


@ piece-work when settled at irregular 
intervals 


@ remuneration paid to an individual em- 
ployed under a contract of service for 
52 consecutive weeks, when the pay- 
ments do not extend over the entire 
period and are paid in other than 10 
or 22 payments 


These earnings are considered insura- 
ble on the basis of a calendar year. Remit- 
tance of UI premiums begins with the first 
dollar up to the yearly maximum insura- 
ble earnings. In 1990, the maximum year- 
ly insurable earnings is $33,280. When the 
regular UI premium tables do not apply, 
contact your RCT District Office for in- 
structions on deducting UI premiums. 

This system of calculating insurable 
earnings and weeks of insurable employ- 
ment has been devised to accommodate 
employees with fluctuating incomes. It 
permits a fairer appraisal of the em- 
ployee’s income and could increase the 
worker’s entitlement to UI benefits. 

For example, a real estate agent may 
only receive two $5,000 commissions in 
a year. If we applied the normal pay peri- 
od rules, this employee would only be in- 
sured for two weeks, at $640 per week, 
the weekly maximum in 1990. However, 
if we average the income, by dividing the 
yearly gross income ($10,000) by 52, the 
employee would have 52 weeks of insura- 
ble employment at $192.31 per week. As 
the minimum weekly insurability require- 
ments are met, the weeks and earnings are 
insurable. 

The following formula is applied to 
obtain the average weekly earnings. 


Total gross earnings 
(in each calendar year) — average weekly 


Number of weeks of work ©@/nings 
(in each calendar year) 


4 When less than 
a full year of work 
is involved 


If an employee begins to work after the 
start of a calendar year or leaves his job 
before the end of the year, make a 
proportional adjustment to the maximum 
yearly insurable earnings. 

You will obtain this adjusted yearly in- 
surable earnings by multiplying the week- 
ly maximum earnings by the number of 
weeks the employee worked continuous- 
ly during that calendar year. For exam- 
ple, an employee working September 11, 
1989 to March 9, 1990, could have 16 
weeks of insurable earnings in 1989 with 
maximum insurable earnings of $9,680 
(16 x $605 or 16/52 x $31,460) and 10 
weeks of insurable employment in 1990 
with maximum insurable earnings of 
$6,400 (10 x $640 or 10/52 x $33,280). 


. 5 Reduction in the 


maximum yearly 
insurable earnings 
because of a leave 
without pay 


When an employee is on leave of absence 
and is not receiving earnings from the em- 
ployer for a period of one week or more, 
the maximum insurable earnings for the 
year is determined by subtracting from 
the maximum yearly insurable earnings, 
the maximum weekly insurable earnings 
multiplied by the number of weeks in the 
period of leave. 

For example, an employee worked 
10 weeks and then was absent without 
pay for one week because of illness. He 
returned to work for three weeks, then 
quit. Only 13 of the 14 weeks will be con- 
sidered as weeks of insurable employment 
in order to calculate the yearly insurable 
earnings. 

For information on how to allocate in- 
surable earnings and calculate the premi- 
ums payable, please contact your nearest 
RCT District Office. 
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#8 


#14 


#15 


#22 


Completion of the 
ROE for an employee 
whose earnings are 
calculated on a 
yearly basis 


Pay period type: enter ‘‘weekly 
(yearly basis)’’ on the ROE. 


Final pay period ending date: enter 
date of the Saturday of the calendar 
week in which the employment 
stopped. 


Insurable earnings by pay period: 
enter the average weekly insurable 
earnings for the last 20 weeks of in- 
surable employment or less if the em- 
ployee worked a shorter period. If 
the period covers two calendar years, 
please calculate the average insura- 
ble earnings for each calendar year, 
that is the insurable earnings divid- 
ed by the number of calendar weeks 
of insurable employment. 


Comments section: Describe in this 
section the type of payments (e.g., 
combination of salary and commis- 
sion, commission paid at irregular 
intervals). 


The following chart will help you determine weeks of insurable 
employment and insurable earnings: 


Yearly basis (under 52 week contract) 
Earnings calculated on a yearly basis 


Was the employee under a contract of service for the entire calendar year? | 


Yes | No | 


Did the employee earn Did the employee’s earnings 
at least $6656 average at least $128 for each 
($128 x 52 weeks) and calendar week of the contract of 
not take a leave of absence service excluding any weeks the 
for any full calendar week employee was on a leave of . 
without pay? absence without pay? 
I 
Yes La waite! ance: 


Did the employee work for 15 hours or more in 
any of these calendar weeks? 


| Yes | No Each calendar week is 
7 insurable at the weekly average 
up to a maximum of $640. 


Unless there is 
evidence that the 


employee did not work No weeks of insurable 
at least 15 hours in employment. 

any week, each week No insurable earnings 

is a week of insurable for the year. 


employment. Contact | 

your District Taxation 

Office for a ruling 

if you are uncertain 

about the insurability 
of these weeks. 


, 52 weeks of insurable 
employment. | 
Insurable earnings at the | 
weekly average up to a | 
maximum of $640. 


@ First day worked December 1, 1988. @ As the employee resigned on Febru| 


Resigned February 16, 1990. ary 16, 1990, the employer must adjus| 
‘ : the maximum insurable earnings fo) 
® This worker was engaged as a commis- 1990 to $4480 (7 weeks x $640). 


sioned salesperson with payments 
made at irregular intervals and UI 
premiums deducted on a yearly basis. 


@ In 1989, the employer had deducted 
the maximum yearly UI contributions 
by October 31. On that date, the total 
earnings were $31720, an amount ex- 
ceeding the maximum insurable earn- 
ings for 1989 ($31460). 


The Record of Employment should bi 
completed as follows. 


@ In 1990, the employer would have 
deducted the maximum yearly UI con- 
tributions by February 2, 1990. On 
that date, the total earnings met the | 
maximum insurable earnings of 
$33280 for 1990. 


The Record of Employment - 1990 Part 3 23 
a 


POSTAL CODE /CODE POSTAL PAY PERIOD TYPE /GEM 


ee BAWEEKLY CYEARLY BASIS) 


~ PERETSOCIAL INSURANCE NO./N° D’ ASSURANCE SOCIALE 
I2%- 456- 7849 


DV oM Y/A 
FIRST DAY WORKED 


PREMIER JOUR DE TRAVAIL re) | (2 Qt 


DERNIER JOUR DE TRAVAIL ( 6 02 0 
U.|. PREMIUMS PAYABLE UP TO D/J M Y/A 


COTISATIONS D’ ASSURANCE -CHOMAGE ( 6 
PAYABLES JUSQU’ AU ra) 


EMPLOYEE'S NAME AND ADDRESS/NOM ET ADRESSE DE L’EMPLOY. (E) 


i os 


Eg A - OCCUPATION /PROFESSION 14 FINAL PAY PERIOD ENDING DATE. OW M Y/A 
DATE DE LA FIN DE LA DERNIERE \ 
PERIODE DE PAYE O 
es x z j____|_<~ 
UGB STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE. PERI 


ODE DE PAYE (PP), INSCRIRE LE MONTANT DE LA 
PIN AM aoe WEEKS. FOR MONTHLY AND SEMI-MONTHLY PAYROLLS, RECORD THE FULL REMUNERATION ASSURABLE JUSQU'A UN MAXIMUM DE 30° SENG POUR LES REGISTRES 
PP. IN WHICH THE 20th WEEK FALLS. DE PAYE MENSUELS ET, BIMENSUELS, CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 
F_THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH PP. CHECK 208 SEMAINE Si LA REMUNERATION ASSURABLE. A DECLARER COMMCAOME AU MAXIMUM AU 
HERE i oid] AND ENTER ONLY THE TOTAL IN BLOCK 15A. 


COURS DE CHAQUE PP. COCHER ICI [vot ler INSCRIRE SEULEMENT LE TOTAL A LA CASE 15A 


INSURABLE EARNINGS ip AS Ty INSURABLE EARNINGS este INSURABLE EARNINGS pay aa INSURABLE EARNINGS ere, 
REMUNERATION DE PERIODE PP. REMUNERATION DE PEAIODE PP. REMUNERATION DE PERIODE PP REMUNERATION DE PERIODE 
ASSURABLE NES DE PAYE ASSURABLE DE PAYE £3| ASSURABLE | DE pave al ASSURABLE DE PAYE 


610.00) at 


pi miia le yes col tase aeteee | 71. GC Ot00 ® | 605.00 


t— 


| oem ho 
L 
78 79 2 | @©05.00 
=e ale 
INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
TOTAL (ROUND TO THE ie eee | 2 WHICHEVER IS LESS/SEMAINES ASSURABLES AU COURS DES. 52 DERNIERES 5 2 
TOTAL (ARRONDIR AU DOLLAR PRES) $ 0; 0 SEMAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


UL PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE ; ’ 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


ae a OO 
Example 


rs th EY ee 


“Special note 


Date Amount of _ Even though the average weekly 
commissions commissions insurable earnings are below the 
Daid paid _ minimum insurable earnings $128 
a Sl ee ee a de in 1990 or $121 in 1989, the 
January 20, 1989 $ 6500 _ weeks of employment would be in- 
_ gurable unless the worker or the 
March 3, 1989 3220 employer could prove the em- 
March 28, 1989 7500 ployee did not work at least 15 
July 4, 1989 8520 hours or more in any one calendar 
Ictober 31. 1989 5980 week. In this case, each calendar 
SSeS week the employee did not work 
1989 Total $31720 at least 15 hours would not be a 
a week of insurable employment. 
Jate Amount of 
;ommissions commissions 
aid paid 
— ee oe Contact your local District Taxation 
lanuary 4, 1990 $18000 7 u Office if you are uncertain whether the 
anuary 18, 1990 6900 worker was in insurable employment for 
ebruary 3, 1990 _ ; 8500 7 ; all or any of the weeks employed. 
ebruary 22, 1990 5000 


990 Total $38400 
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after termination 
of employment 


7 Commissions paid 


The final payment of commissions or 
other monies such as a bonus or vacation 
pay may be paid after the initial ROE is 
issued. 

These monies must be added to the 
gross earnings of the last year of employ- 
ment and the insurable earnings calculat- 
ed again. As the amended insurable 
earnings will be greater than the insura- 
ble earnings reported on the initial ROE 
(except when the insurable earnings were 
already at a maximum of $640), an 
amended ROE must be issued. This 
amended ROE must be completed in its 
entirety and distributed according to the 
instructions in Part 2. 


8 Individuals with 10 or 
22 pay periods in a 
year employed under 
annual contracts 
where services are 
not performed for 
the entire 52 weeks. 


Such individuals may be full time 
teachers, professional athletes, marine 
captains and chief engineers for inland 
waters. 

The following charts provide the mini- 
mum hours, the minimum and maximum 
insurable earnings and the equivalent 
weeks of insurable employment for these 
pay periods. 


Earnings 
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minimum | 
or earnings from 


at 
Pay periods 
1990 $ 


maximum 


$ 


equivalent 


weeks 


| 665.60 78 hours 


3328.00 


5.2 


1512.72 


302.54 


ee ON 


Pay periods minimum 
1990 or earnings from 


SEES: 


maximum | equivalent }: 
$ weeks 


These charts are applicable only if an em- 
ployee remains in an ‘‘employed’’ status 
under contract for the full 52 week peri- 
od. If an employee quits or takes leave 
of absence without pay, you must calcu- 
late the weeks and earnings of insurable 
employment on a calendar week basis 
(refer to page 22 except for teachers, see 
pages 25, 26 and 27). 

When a worker employed under a 
52 week contract has no layoff or sepa- 
ration from employment (although there 
is anon-work period) and is paid for the 
full duration of the contract, there is no 
need to issue an ROE unless the Commis- 
sion requests one. If however, the con- 
tract is not renewed, an ROE must be 
issued and must be completed as follows: 


#8 Pay period type: enter ‘‘10 pay peri- 
OUSia Olemec Zep AvepChiOds a 


#11 First day worked: enter the starting 
date of the contract. 


#12 Last day worked: enter the last day 
the employee performed services. 


#13 UI premiums payable up to: enter 
the last day of the contract. 


#14 Final pay period ending date: enter 
the date of the last payment. 


#15 Insurable earnings by pay period: 
make one entry for the insurable 
earnings in each of the pay periods 
that cover the last 20 weeks of in- 
surable employment. 


For 10 pay periods: One payment is 
equal to 5.2 weeks (52 + 10 = 5.2) and 
the maximum insurable earnings for 
5.2 weeks is $3,328 (5.2 x $640 = 
$3,328). Beginning with the most recent 
pay period, enter the insurable earnings 
for three pay periods and 5.2 in the cor- 
responding pay period exception blocks 
ie Ee gk — sa Ge 8) 


78 hours 1 3146.00 
1430.00 


In block 4, enter the insurable earnings 
for 4.4 weeks (20 — 15.6 = 4.4). To cal- 
culate this figure take 85 % of the insura- 
ble earnings of the fourth last pay period 
(4.4 is 85% of 5.2). Show 4.4 in the pay 
period exception block. 

For example, an employee received 
$2,000 per pay period. Number 15 would 
have three entries at $2,000 with 5.2 in the 
Pay Period Exception column, and one 
entry at $1,700 with 4.4 in the Pay Peri: 
od Exception column (85% x $2,000 = 
$1,700). 


For 22 pay periods: One payment i: 
equal to 2.36 weeks (52 + 22 = 2.36) anc 
the maximum insurable earnings for 2.3¢ 
weeks is $1,510.40 (2.36 x $640 = 
$1,510.40). Beginning with the mos 
recent pay period enter the insurable earn 
ings for eight full pay periods and 2.3¢ 
in the corresponding pay period exceptior 
blocks (8 x 2.36 = 18.88). In block# 
enter the insurable earnings fo 
1.12 weeks (20 — 18.88 = 1.12). Té 
obtain the insurable earnings for the las 
entry, calculate 47% of the insurabl 
earnings of the ninth last pay period (1.1) 
is 47% of 2.36). | 

For example, an employee receiver 
$1,000 per pay period. Number 15 woul! 
show eight entries at $1,000 with 2.361. 
the Pay Period Exception column, an) 
one entry at $470 with 1.12 in the Pa 
Period Exception column (47% x $1,00: 
= $470). 


‘ 
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I a 


Interruption of 

Q earnings during an 
annual contract 
when paid 10 or 
22 times a year 


f an employee quits or takes a leave of 
ibsence without pay prior to the end of 
he contract year, it is necessary to recal- 
ulate the weeks of insurable employment 
ind insurable earnings on a calendar week 
asis by determining the number of weeks 
‘employed’’ during the contract year. 

A recalculation is required as the em- 
loyee will not be ‘‘employed’’ for 
2 weeks and thus will not have 52 weeks 
f insurable employment. 

Count the number of calendar weeks 
‘employed’’ from the starting date of the 
ontract to the date of the interruption 
f earnings. If the employee is receiving 
ayments for sick, maternity or paterni- 
y leave, this interruption of earnings will 
ot occur until these payments fall below 
0 per cent of the normal weekly insura- 
le earnings. Then divide the earnings 
sceived by the number of weeks ‘“‘em- 
loyed’’ to obtain the weekly insurable 
arnings. 

If the employee worked for you dur- 
ig the previous contract year, the Record 
f Employment will contain data from 
le previous contract year as the ROE 
lust cover the last 52 weeks. 


he Record of Employment is to be 
mpleted as follows: 


3. Pay period type: show ‘‘weekly’’. 


'1 First day worked: enter the starting 
date of the contract (if the employee 
worked for you during the previous 
contract year, enter the starting date 
of the previous contract). 


2 Last day worked: enter the last day 
the employee performed services for 
you. 


#13 UI premiums payable up to: this will 
normally be the same as the last day 
worked. Please refer to #13 of Part 2 
of the guide. 


#14 Final pay period ending date: enter 
the date of the Saturday of the week 
in which the interruption of earnings 
occurred. 


#15 Insurable earnings by pay period: for 
the last 20 weeks of insurable em- 
ployment. 


As the weekly insurable earnings are the 
same for each pay period covered by the 
last contract, just write the amount in the 
first and last entry covering the period 
and draw a line through the blocks in- 
between. 

If the last 20 weeks cover a period from 
the previous contract year, you will have 
to determine the number of insurable 
weeks required from the old contract and 
calculate the corresponding insurable 
earnings. The 20th week may not coin- 
cide with the end of a complete pay peri- 
od. To determine the insurable earnings 
for the 20th week (the last entry), calcu- 
late the portion of the insurable earnings 
in the pay period in which the 20th week 
falls. 

For example, an employee was em- 
ployed only 18 weeks during the last con- 
tract year. In the previous contract year 
the employee was paid 10 times a year 
with each pay period equal to 5.2 weeks. 
As two weeks of insurable earnings are 
to be shown in the last entry, calculate the 
insurable earnings as follows: (2 weeks + 
5.2 weeks) x insurable earnings of the 
pay period represented by the 5.2 weeks. 

The last entry will show 2 in the Pay 
Period Exception column. 

The formula to use for the 20th week, 
whether the 20th week is to be obtained 
from a 10 pay period or a 22 pay period 
is as follows: 


x Insurable earnings 


# of weeks required 
of that pay period 


# of weeks represented 
by the pay period 


#22 Comments section: if in #15 you 
have included a period from the 
previous contract year, indicate the 
previous pay period type (e.g., 
10 pay periods) and the previous 
contract ending date. 


Interruption of 
earnings during 
annual contract: 
teachers 


10 


The following are general statements 
only, due to the variety of contracts for 
teachers (i.e., weekly, monthly). If you 
are uncertain about the weeks of insura- 
ble employment or insurable earnings, 
please contact your RCT District Office. 


Teachers employed in New- 

foundiand, New Brunswick, 
_ Prince Edward Island, Québec, 
_ Saskatchewan and British. 
_ Columbia have a contract of 
service from July 1 to June 30. 


When a teacher in one of these provinces 
has an interruption of earnings due to the 
termination of the contract or the grant- 
ing of unpaid leave during the teaching 
period, the total weeks of insurable em- 
ployment is based on the earnings 
received as a proportion of the annual 
Salary. 


Earnings from start of 


contract to interruption Weeks of 
of earnings X 52 = insurable 
Total annual salary employment 


For example, a teacher’s annual salary 
is $24,950. The teacher stops work De- 
cember 31 and has been paid $10,080. 
The number of weeks of insurable 
employment are calculated like this: 


$10,080 X 52 = 21 weeks of insurable 
$24,950 employment (if the 

number of insurable 
weeks is a fraction, 
such as 21 1/3, then 
it should be rounded 
up to the next whole 
number, 22). 


To calculate the weekly insurable earn- 
ings, divide the salary received by the 
number of weeks of insurable employ- 
ment calculated according to the formu- 
la noted above. 
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Teachers’ contracts in Northwest 

Territories, Ontario, Manitoba 
and Alberta run from September 
1 to August 31. 


When a teacher quits, is laid-off, is dis- 
missed or takes an unpaid leave of ab- 
sence during the teaching period, the 
weeks of insurable employment will be 
the number of full and partial calendar 
weeks between the starting date of the 
contract and the date the contract is ter- 
minated or the teacher commences unpaid 
leave. 

If the contract is terminated or the 
teacher asks for an ROE for maternity, 
paternity or adoption leave during the 
non-teaching period, the weeks of insura- 
ble employment will be the number of full 
and partial calendar weeks between the 
starting date of the contract and the date 
the contract is terminated or the date the 
leave of absence commences. 


Teachers’ contracts in Nova 
Scotia run from August1 to 


If a teacher quits, is laid-off, is dismissed 
or takes an unpaid leave of absence dur- 
ing the teaching period, the weeks of in- 
surable employment will be the number 
of full and partial calendar weeks between 
the starting date of the contract and the 
date the contract is terminated or the 
teacher commences unpaid leave. 

The weekly insurable earnings would be 
determined by taking the total remuner- 
ation paid for the part contract year and 
dividing by the number of full and par- 
tial weeks employed within that contract 
year. If the average exceeds the maximum 
weekly insurable earnings, enter only the 
maximum weekly amount for the calen- 
dar year in which the monies are paid. 

If the contract is terminated or the 
teacher asks for an ROE due to materni- 
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ty, paternity or adoption leave during th 
non-teaching period in July, and he/sh« 
has taught the full period, the weeks o 
insurable employment will be the numbe 
of full and partial calendar weeks betweet 
the starting date of the contract and th 
date the contract terminated or the dat 
the leave of absence commences. 

When a teacher asks for an ROE du 
to maternity, paternity or adoption leav 
during the non-teaching period in August 
and has not yet taught during the curren 
contract, report only the weeks of insura 
ble employment up to July 31. 


1 1 Completing the ROE 


The Record of Employment is to be com 
pleted as follows whether the interruptio 
of earnings occurs during or at the en 
of the contract year. 


#8 Pay period type: If the ROE cover 
only part of the contract year, pleas 
contact your local CEC or the RO 
advisor serving your area for detail: 

If the ROE covers a complete cor 
tract year, enter your pay perio 
type, ‘‘bi-weekly, monthly, etc.” 


#11 First day worked: enter the startin 
date of the contract. If the employe 
has been continuously employed t 
you since the previous contract yea 
enter the starting date of the prev 
ous contract. 


#12 Last day worked: show the last dé 
the teacher taught. 


#13 UI premiums payable up to: ent 
the date the contract terminated « 
the date before the leave without pi 
commenced, whichever is applicabl 
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#14 Final pay period ending date: if the 
ROE covers only part of the contract 
year, contact your local CEC or the 
ROE advisor serving your area for 
details. If the ROE covers a complete 
contract year, enter the ending date 
of the final pay period for the year. 
For example, if the last day worked 
was June 26, but the final pay peri- 
od ends June 30, enter June 30. 


#15 How this will be completed depends 
on the method used to calculate the 
insurable earnings. 

If the ROE covers only part of the 
contract year, contact your local 
CEC or the ROE advisor serving 
your area for details. 

If the ROE covers a complete con- 
tract year, refer to the instructions 
for your pay period type (see Part 2, 
#15). 

When the insurable earnings are 
the same for each pay period, just 
write the amount in the first and last 
entry and draw a line through the 
blocks in between. If the insurable 
earnings in each pay period are at the 
maximum level, just check the block 
and enter the total in #15A. 

If the 20th week does not coincide 
with the end of a complete pay peri- 
od, you may have to calculate the 
portion of the insurable earnings in 
the pay period in which the 20th 
week falls. Please refer to the instruc- 
tions for the appropriate pay period 
type in this guide (e.g., Part 3 for 10 
or 22 pay periods, Part 2, #15 for 
other pay periods). 

#22 Comments section: If in #15 you 
have recorded earnings from the 
previous contract year, indicate the 
previous pay period type (e.g., 
10 pay periods) and the previous 
contract ending date. 
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1 Daily payroll and 
other special groups 


Insurable earnings for employees paid on 
a daily basis must be calculated accord- 
ing to Revenue Canada Taxation instruc- 
tions. Please refer to their publications 
Canada Pension Plan Contribution and 
Unemployment Insurance Premium Ta- 
bles or, for Quebec employers, Unem- 
ployment Insurance Premium Tables. 

When insurable earnings have been cal- 
culated, complete #15 by following the in- 
structions for weekly pay periods (Part 2, 
#15). 

Special rules apply to workers such as 
barbers, hairdressers and taxi and pas- 
senger vehicle operators. If you are in any 
doubt about weeks of insurable employ- 
ment or insurable earnings, refer to the 
RCT publications mentioned above. Once 
you have determined the weekly earnings 
for these workers, follow the instructions 
for weekly pay periods (Part 2, #15). 


1 Persons employed 
on board a ship 


For employers of persons employed on 
board a ship and covered by Canada 
Labour Code Regulations respecting the 
hours of work of employees engaged in 
shipping, please record in the Comments 
section of the ROE any outstanding 
balance of leave pay, the number of leave 
days/lay days which the employee has ac- 
crued but not taken (as days off) up to 
the date of layoff and the hourly wage. 
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What do we mean when we talk about: 
® insurable employment 
@ insurable earnings 


We have prepared some general guide- 
lines that will explain these terms and 
make it easier for you to complete the 
Record of Employment. Under the UI 
Legislation, Revenue Canada Taxation 
(RCT) is the sole authority responsible for 
determining the insurable nature of any 
employment or earnings. The RCT pub- 
lication, Canada Pension Plan Contribu- 
tion and Unemployment Insurance 
Premium Tables will provide you with 
detailed information. Quebec residents 
should refer to Unemployment Insurance 
Premium Tables for Quebec employers. 
These publications have lists of telephone 
numbers (local and 1-800) of RCT Dis- 
trict Offices. 


1 insurable 
Employment 


Generally, most people working under a 
contract of service — that is, an 
employer-employee relationship — work 
in insurable employment. A contract of 
service usually exists when the employer 
has the right to control what work the 
employee does and how it will be done. 

Certain types of employment are not 
sOvered, even though there is an 
smployer-employee relationship. For 
xample, employees who earn an amount 
n cash which is less than the minimum 
weekly insurable earnings and are em- 
Mloyed less than 15 hours a week. The 
RCT publication gives you all the 
‘xceptions. 

Barbers, hairdressers, taxi and pas- 
€nger vehicle operators and _fisher- 
nen/women can be included in insurable 
Mployment, even though they may not 
© working under a contract of service. 
\CT has separate publications explaining 
Overage and insurable earnings for these 
vorkers. Ask your nearest Revenue Cana- 
‘a Taxation District Office for a copy of 
he publication you need: 


\ 

\ 

\\\ ‘ 
\\ SAN 


@ Fishermen and Unemployment 
Insurance 


@ Information for Taxi and Passenger 
Vehicle Operators — Unemployment 
Insurance Coverage 


@ Information for Barbers and 
Hairdressers — Unemployment Insur- 
ance Coverage 


2 Minimum insurability 
requirements in 
1990 


To be in insurable employment, an in- 
dividual who is paid weekly by the same 
employer, must either receive an amount 
in cash equal to 20 per cent of the maxi- 
mum weekly insurable earnings ($128 in 
1990) or must work at least 15 hours in 
a week. 

Once the employment is determined to 
be insurable, the insurable earnings can- 
not exceed the maximum for a weekly pay 
period ($640 in 1990). For example, if an 
employee earns $1,000 a week, only $640 
is insurable and thus must be reported on 
the ROE. 

In 1990, the minimum and maximum 
insurable earnings by pay period are as 
follows: 


earnings 
or from 


weekly 


bi-weekly 


Earnings in 1990 . 


1280.00 | 
1386.66 | 
2773.33 | 
2560.00 | 


In 1989, the minimum and maximum in- 
surable earnings were: 


89 


weekly _ 
bi-weekly 


13 pay periods | 484.00 
ayear 
Bes 


Employees paid on a bi-weekly or on 
another multiple of a week basis may 
sometimes earn less than 20 per cent of 
the maximum earnings or work less than 
15 hours in one pay week* of the pay 
period. But as long as they had some 
earnings or worked in each pay week of 
the pay period and the total earnings or 
hours were at or above the minimum re- 
quired, the employment during the entire 
pay period would be insurable up to the 
applicable maximum insurable earnings. 


* A pay week is a period of seven consecutive 
days or any one of two or more such con- 
secutive periods, the last of which ends on 
the employer’s payroll ending date. This 
definition makes it possible to apply the rules 
on minimum insurability uniformly to all 
pay periods that are multiples of a week, 
whether or not the pay week is a calendar 
week, 
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For example: In a bi-weekly pay period, 
a person earned $90 in one week and $190 
the next, for a total of $280. The earn- 
ings for both weeks would be insurable 
because the minimum insurable earnings 
for a bi-weekly pay period ($256 in 1990) 
were met. 

Another example: If a person worked 
10 hours in one week and 20 hours the 
next, earnings for both weeks in the bi- 
weekly pay period would be insurable, up 
to the maximum, because the minimum 
hourly requirements (30 for a bi-weekly 
pay period) had been met. 

For those paid on semi-monthly or 
monthly basis, the entire pay period 
would be insurable up to the maximum 
as long as the worker had some earnings 
or worked in each calendar week and part 
week of the pay period and the total earn- 
ings or hours were at or above the mini- 
mum required. 


3 How insurable 
earnings are 
determined and how 
they are allocated 


Instructions on the determination and 
allocation of insurable earnings are con- 
tained in RCT’s publications Canada 
Pension Plan Contribution and Unem- 
ployment Insurance Premium Tables and 
Unemployment Insurance Premium 
Tables for Quebec employers. 

The following chart provides general 
guidance and may be used for reference, 
but you should direct specific questions 
to the RCT District Office. 


Allocation of earnings according to Ul 
(Collection of Premiums) Regulations 


Type of Payment 


Salary, wages 
a Commission/draw 

w Employer paid leave 
(vacation, sick, 
statutory holiday 

or other) 


Other earnings, e.g., 

overtime, retroactive in- 
crease, wages in lieu of 
notice, vacation pay (no 
leave taken) 


Paid while working 


Allocate to pay period for which it is paid 


Allocate to the pay 
period in which it is 


Paid after layoff, 
termination or during 
unpaid leave 


Allocate to last pay 
period for which regular 
wages, salary or 

commissions were paid 


In this chart: 


While working: means during the period 
that an employee is performing services 
or is on paid leave of absence (e.g., 
vacation or sick leave). 


Layoff: refers to a stoppage of work oc- 
curing when the employer/employee rela- 
tionship continues to exist although no 
work is performed and the employee is 
not on a period of leave without pay, 
maternity leave, paternity leave, adoption 
leave, sick leave without pay, etc. 


Termination: is defined as the complete 
severance of the contract of employment 
between the employee and the employer. 


Unpaid leave: refers to a leave of absence 
for which the employee receives no 
monies from his/her employer. 


Allocate to the pay period for which it 
is paid: means the payment will be insura- 
ble in the pay period during which the 
monies were earned or during which the 
work was performed. 


Allocate to the pay period in which i 
is paid: means the payment will be insura: 
ble in the pay period during which the pay 
cheque or payment is processed. 


Allocate to the last pay period: mean: 
include with the earnings for the last pay 
period for which wages, salary or com: 
mission were paid. This means that the 
last pay period does not have to meet the 
minimum insurability requirements be 
fore this payment is included. 
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Employment and Emploi et 
Immigration Canada Immigration Canada 


Unemployment Insurance 


Employer guide 


How to complete the 
Record of 
Employment 


Important facts 
to know when an 
employee 

stops working 


1991 


Canada 


Record of Employment advisors 
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British Columbia 
Burnaby 
Campbell River 
Chilliwack 
Coquitlam 
Courtenay 
Cranbrook 
Dawson Creek 
Duncan 
Kamloops 
Kelowna 

Langley 

Matsqui 
Nanaimo 

Nelson 

New Westminster 
Vancouver North 
Penticton 

Port Alberni 
Powell River 
Prince George 
Prince Rupert 
Regional H.Q. 
Richmond 
Saanich 

Surrey 

Terrace 
Vancouver Centre 
Vancouver East 
Vancouver South 
Vancouver West 
Vernon 

Victoria 
Whitehorse 
Williams Lake 


Vancouver Hot Line 


io i, 


Ch a 
~ uw ?: bg > Ss 
AB I6F 


286-6212 
790-1371 
464-7144 
334-3151 
489-4101 
782-5877 
748-5231 
3720515 
762-3018 
§33-1201 
854-2433 
754-0213 
352-3155 
526-4511 
988-1151 
492-3848 
724-0151 
485-2721 
561-5200 
624-9671 
666-0142 
273-6431 
727-6551 
590-3346 
635-7134 
681-8253 
251-6157 
324-1142 
TADS 14 
545-2125 
388-3488 
667-5050 
392-4184 
666-3196 


(8:30 a.m. to 4:30 p.m.) 


New Brunswick 
Bathurst 
Campbellton 
Edmundston 
Fredericton 
Moncton 
Newcastle 
Saint-John 
Shediac 

St. Stephen 
Woodstock 


548-7458 
789-4543 
739-0223 
452-3624 
851-6034 
627-2009 
636-5364 
532-9376 
466-6700 
325-3200 


Brandon 727-6949 
Dauphin 638-3711 
Morden 822-4491 
Portage la Prairie 239-1212 
Selkirk 482-3323 
Steinbach 326-1371 
The Pas/Flin Flon 623-3453 
Thompson 677-4342 
Winnipeg Centre 983-3094 
Winnipeg East 983-7208 
Winnipeg West 983-8223 
Winnipeg North 983-3237 
Winnipeg South 983-2347 
St. Boniface 983-0534 


Other Zenith 4-6100 


Saskatchewan 


Regina and Local Areas 780-5000 


All Other Saskatchewan 


Locations 1-800-667-7554 
Ontario 
Brantford 756-6101 
Hamilton (Local calls) 572-2796 
Kitchener 579-1550 
St. Catharines 688-3663 
Toronto 973-8900 

(Serving the Toronto 

Metropolitan Area) 
Windsor 254-1611 


All Other Ontario 
Locations (Excluding 


Area Code 807) 1-800-263-8364 


Prince Edward Island 


Charlottetown 566-7775 
Montague 838-3315 
Summerside 436-4821 
Alberta } : 
Calgary 292-5125 
Edmonton 495-4722 
Grande Prairie 532-4411 
Lethbridge 327-8535 
Medicine Hat 526-2825 
Red Deer 342-1166 
Québec oO 
Drummondville 477-4150 
Hull 953-2830 
Joliette 756-1094 
Jonquiére 542-8184 


lf your questions do not pertain to completion of the Record of Employment, 
please contact your nearest Canada Employment Center. 


Laval 682-8950 
Lévis 833-8200 
Longueuil 679-4061 
Montréal Centre 273-3311 
Montréal Centre-Nord 722-2531 
Montréal Centre-Sud 283-3450 
Montréal Est 255-9113 
Montréal Nord-Ouest 748-5715 
Montréal Ouest 365-9300 
Québec Beauport 529-8792 
Québec Charlesbourg 627-4414 
Québec Ste-Foy 648-3901 
Rimouski 722-3200 
Riviere du Loup 862-95 1¢ 
Rouyn 764-6711] 
Sherbrooke 564-583¢ 
St-Hyacinthe 773-748] 
St-Jean 348-096] 
St-Jérome 436-423( 
Trois-Riviéres 379-390( 
Ville St-Georges 228-880¢ 
Nova Scotia 

Amherst 667-516. 
Antigonish 863-651! 
Bedford 426-195 
Bridgewater 543-918 
Dartmouth 426-211 
Digby 245-478 
Halifax 426-806 
Kentville 678-836 
New Glasgow 752-050 
Port Hawkesbury 625-250 
Sydney 564-725, 
Truro 895-164 
Windsor 798-570 
Yarmouth 742-082 
Newfoundland 

Clarenville 466-324 
Corner Brook 637-42( 
Gander 256-65] 
Grand Falls 292-512 
Happy Valley 896-937 
Harbour Grace 772-60 
Marystown 279-10¢ 
St-John’s 772-61 
Stephenville 643-21 
Northwest Territories 

Yellowknife 920-84! 
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This guide gives you 
general information on 
the Record of Employment 
(ROE) and step-by-step 
help in its completion. 


It will help you complete an ROE no matter what kind 
of pay period you use. 

If you require further information, contact the ROE 
advisor serving your area or your nearest Canada Em- 
ployment Centre (CEC). The location and telephone 
number of ROE advisors are listed on the opposite page. 
It may be possible to arrange for a personal visit to your 
premises or for your participation in a group ROE 
seminar. 

If you have questions regarding the insurability of em- 
ployment or unemployment insurance premium deduc- 
tions, please refer to the Canada Pension Plan 
Contribution and Unemployment Insurance Premium 
Tables or the Unemployment Insurance Premium Tables 
(for Quebec employers) published by Revenue Canada, 
Taxation, or contact your District Taxation Office. 


Produced by Public Affairs 
Employment and Immigration Canada 


For more information, 
contact your nearest 
Canada Employment Centre or: 


Enquiries and Distribution 
Ottawa — Hull 

K1A OJ9 

Tel.: (819) 994-6313 


: 
: 
\ 


© Minister of Supply and Services Canada 1990 , 
Cat. No. LU2-79/1990 This guide was prepared in co-operation with Revenue Canada, 
ISBN 0-662-57882- 1 Taxation. 
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Table of contents 


Part 1 The Record of Employment : Part 2 How to complete the 
| Record of Employment 


Page Page 
What is an ROE? 1 Common errors to avoid 5 
When should you issue an ROE? 1 1 Serial No. 6 
Layoff, dismissal or leave without pay 1 2 Serial No. of Record of 6 
Part time, temporary or casual workers 1 Employment amended or replaced 
Change in company ownership 2 3 Employer’s payroll reference number 6 
Illness, injury or quarantine, 2 4 Employer’s name and address 6 
maternity or paternity leave 5 Revenue Canada Taxation 6 
How to obtain Records of Employment 2 account number 
Void, surplus or obsolete S| 6 Communication preferred in 6 
Record of Employment Forms / 7 Postal code 6 
Protecting the employee’s privacy $C 8 Pay period type 6 
UI, you and your employees 3 9 Employee’s name and address 6 
Did you know? 3 9A Occupation 6 
10 Social Insurance Number 6 
11 First day worked 6 
12 Last day worked 7 
13 UI premiums payable up to 1 
The exceptions 1 
14 Final pay period ending date 7 
15 Insurable earnings by pay period 8 
Weekly pay period 9 
Bi-weekly pay period 10 
Semi-monthly and monthly pay periods 12 
13 pay periods a year 16 
15A Total of all entries 17 
16 Number of weeks of 1 
insurable employment | 
17 Payments or benefits 7 
17A Vacation pay 18 
17B Statutory holidays pay 18 
17C Other monies 18 
18 Paid sick/maternity/paternity 18 
leave or group wage-loss 
indemnity payments after 
the last day worked (#12) 
19 Reason for issuing an ROE 18 
20 Expected date of recall 19 
21 Signature and declaration 19 
22 Comments 19 
23 Telephone number 19 
24 Date of issue 19 


Distribution of ROE 20 
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Part 3 Instructions for i i at™ Part 4 Information on insurability 
special groups of workers — : 


1 Special rules © 
2 Commissions or piece-work _ 
calculated on a — 
Tegular pay period basis _ 
3 Earnings calculated on 
a yearly basis © 
_ 4 When less than a full year 
of work is involved 
5 Reduction in the maximum 
insurable earnings because of 
a leave without pay 
6 Completion of the ROE for — 
an employee whose earnings are 
/cleiaied: on a yearly basis 
T Commissions paid after 
termination of employment 
8 Individuals with 10 or 22 pay — 
age ina year employed ee 
_ annual contracts where services — 
are not performed for 
the entire 52 weeks — 
9 Interruption of earnings during — 
an annual contract when paid © 
___10 or 22 times a year _ 
10 Interruption of earnings din 
_ annual contract: teachers — 
11 Completing the ROE > 
12 Daily payroll and other 
Special groups 
13 Persons Dubloved on board a ship 


1 Insurable Employment 
2 Minimum insurability 
. requirements in 1990 
__ 3 How insurable earnings 
are determined and how 
they are allocated 


Saeee ncationie 
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What’s new in 1991? 


» The minimum and maximum insurable 
earnings have changed effective 
January 1, 1991. 


$. or from 
136.00 15 hours 
30 hours 
33 hours 
65 hours 
60 hours 


Pay period 


weekly 


bi-weekly 
semi-monthly |294.67 
monthly 589.33 


13 pay periods | 544.00 
a year 


a For employers with semi-monthly, 
monthly and 13 pay periods: 
Should a pay period exception occur, 
the pay period involved must be re- 
ported in #15 of the ROE by individual 
calendar week. For example: If there 
are only three weeks which are insur- 
able in a monthly pay period, three 
separate entries must be made. Each 
entry must indicate the amount of 
weekly insurable earnings and a ‘‘1”’ in 
the pay period exception column. This 
will reduce Commission staff enquiries. 


Important message for 
employers with multiple 
payroll locations. 


Would you please ensure that all pay- 
roll offices in your organization obtain 
a copy of the Employer guide — How 
to complete the Record of Employ- 
ment (IN 327/1/91) from each loca- 
tion’s nearest Canada Employment 
Centre. 
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Common questions 


Question: 


Answer: 


= How do! obtain a supply of Record of 
Employment forms? 


= Please see pages 2 and 3 of this guide. 


= Does the employee require the ROE to 
apply for UI benefits? 


= No. An employee should be encoura- 
ged to apply for UI benefits without 
delay. However processing of the 
employee’s claim will be delayed until 
the ROE is received. 


u Do I have to show vacation pay in 
block 17 if I have included it in pay 
period #1, block 15 of the ROE? 


a Yes. The gross amount of monies, like 
vacation pay or wages in lieu of notice, 
must always be shown in block 17 even 
if all, part or none of the amount is 
insurable. 


= What should I do if monies such as 
severance pay, vacation pay, retro- 
active pay increase are paid to an indi- 
vidual after termination of employment 
but were not reported on the ROE? 


m As these payments may have an effect 
on UI benefits, another ROE may be 
required. Contact your local CEC or 
the ROE advisor serving your area for 
guidance concerning your particular 
case. 


w Can I change my pay period type, for 
example, from semi-monthly to weekly, 
without affecting the entries in blocks 
15 and 16? 


m The type of pay period used is entirely 
at the discretion of the employer. 

If an ROE covers two types of pay 
periods, the number of weeks of insu- 
rable employment and the amount of 
insurable earnings must be recorded in 
the same manner used for deducting UI 
premiums. 

If assistance is required to complete 
the ROE, please contact your local 
CEC or the ROE advisor serving your 
area. 


m When the pay period began in 1990 but 
ended in 1991, do I record the 1990 or 
1991 maximum insurable earnings on 
the ROE? 


m If the pay period extends into 1991, the 
1991 maximum must be used. If the pay 
period ended in 1990, and the payments 
were made in 1990, the insurable ear- 
nings reported on the ROE should not 
exceed the 1990 maximum. However, 
if the payments were made in 1991 , the 
1991 maximum must be used. 


w What should I do with void or cancel- 
led ROE forms? 


m Destroy the form(s) by hand or 
machine shredding. Make a note of the 
serial number(s) of those destroyed and 
retain with your payroll records for the 
required six year period. 
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The Record of Employment - 1991 


_ The Record of 


Employment (ROE) 


4 What is an ROE? 


The ROE is the form each employer must 
complete for every employee who stops 
working in insurable employment or 
reaches age 65. 

The Canada Employment and Im- 
migration Commission (CEIC) uses the 
employment history information on the 
ROE to decide if a person qualifies for 
UI benefits, what the benefit rate should 
be and how long a person is eligible for 
these benefits. 

ROE information is also used to detect 
fraud and abuse of the UI program. 
Therefore you can understand that ac- 
curate ROE information is very impor- 
tant and will cut down on the number of 
follow-up phone calls from the Com- 
mission. 


2? When should you 

issue an ROE? 
Generally, an ROE must be issued within 
five calendar days of an employee’s in- 
terruption of earnings or the day you be- 
come aware of the interruption, 
whichever is later. 

To help you issue an ROE in time, if 
necessary, you may estimate the earnings 
of an employee’s final pay. (In such 
instances you may have to issue an 
amended ROE. The Commission will 
advise you if this is required.) 


An interruption of earnings occurs when 
one of two things happens. 


1) Following a period of employment, 

there is a layoff or separation from 
that employment lasting seven consecu- 
tive days, during which an employee per- 
forms no work and has no earnings from 
the employer. 

(Remuneration for a statutory holiday 
which occurs after the last day worked, 
old age pensions, military pensions and 
employment pensions are not considered 
as earnings for the purpose of determin- 
ing if there is an interruption of earnings.) 


2) When insured persons stop working 

because of illness, injury, quarantine, 
pregnancy, paternity or adoption leave, 
and their weekly earnings (for example, 
paid sick leave) fall below 60 per cent of 
their normal weekly insurable earnings 


from that employment. (Wage-loss in- 
demnity payments, whether insurable or 
not, are not considered earnings for the 
purpose of determining if there is an 
interruption of earnings.) 


Note: 


Reduced hours during a work 
week do not create an interruption 
of earnings other than in situations 
of illness, etc., as described in (2) 
above. 


Layoff, dismissal or leave without pay 
Issue an ROE within five calendar days 
of the last day worked or within five 
calendar days after you learn of the in- 
terruption of earnings, whichever is later. 

During a mass layoff (or as a result of 
a labour dispute) you may find it difficult 
to issue a large number of ROEs within 
the five-calendar-day time limit. If so, 
contact your local CEC or the ROE ad- 
visor serving your area. 


Part time, temporary or casual workers 
For employees who work on a part-time 
or temporary basis throughout the year 
and have frequent interruptions of earn- 
ings, an ROE need not be issued each time 
there is an interruption of earnings. 
However, employers must be able to pro- 
vide a list of the weeks of insurable em- 
ployment and the insurable earnings by 
pay period if the Commission asks for it. 
In addition, an ROE must be issued wi- 
thin the five-calendar-day time limit 
when: 


m the employee is no longer on the 
employer’s supply list; 

u the employee did not work for a period 
of 30 calendar days; 

m it is requested by the Commission; or 


m it is requested by the employee and an 
interruption of earnings has occured 
in the previous 52 weeks, or since the 
last ROE was issued, whichever is later. 


2 Part 1 


Change in company ownership 

If an employee continues to work without 
interruption following a change in owner- 
ship of a business, an ROE must be is- 
sued within the five calendar day time 
limit, if it is requested by the employee 
or if the payroll records (covering the em- 
ployment period prior to the change in 
company ownership) are not transferred 
to the new company. 

If the payroll records are transferred 
and the new employer agrees to issue 
ROEs for all employees covering the 52 
week period prior to any other interrup- 
tion of earnings which may occur, an 
ROE need not be issued at this time (un- 
less it is requested by the employee or the 
Commission). 

When the new business issues an ROE 
for an employee who continued working 
following a change in ownership, only 
one ROE is required. 


Illness, injury, quarantine, maternity or 
paternity leave 

If the employee will not be receiving any 
payments from either the employer or a 
group insurance plan, the ROE must be 
issued within five calendar days after the 
employer learns that there has been an 
interruption of earnings. 


Paid sick leave 

For the employee who receives paid sick 
leave (paid by the employer using credits 
earned while working), an ROE should 
be issued when those payments stop or 
fall below 60 per cent of the employee’s 
normal weekly insurable earnings, 
whichever occurs first. 


Wage-loss indemnity 

a) For the employee who receives pay- 
ments from a self-insured wage loss in- 
surance plan (income provided by the 
employer), the ROE must be issued 
within five calendar days of the last 
day of work or within five calendar 
days after the employer learns of the 
interruption of earnings, whichever is 
later. 


b 


—_ 


If the employee is receiving income 
during the period of absence through 
a third party (ie. an insurance compa- 
ny), the ROE must be issued within 
five calendar days of the last day 
worked or the last day for which UI 
premiums were payable, whichever is 
later. 


If you have questions concerning 
the insurability of your sick leave, dis- 
ability or group insurance plan, please 
contact your District Taxation Office. 


important note: 


Failure to issue an ROE within the 
time limit is a breach of Section 
105 of the UI Act. On conviction, 
the employer may be subject to a 
fine or imprisonment or both. 
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3 How to obtain 
Records of 
Employment 


You can order blank ROEs by mail, tele- 
phone or in person from your local CEC. 

The Commission will need to know 
your RCT employer account number, the 
registered name of your firm and your ad- 
dress. If someone from your firm is pick- 
ing up the forms, the person will be asked 
to show two pieces of identification (e.g., 
driver’s licence, SIN card, vehicle owner- 
ship) and sign the requisition form. You 
should keep a list of the serial numbers 
of the blank forms. If any forms are lost 
or stolen, tell the Commission at once, 
giving the serial numbers. 

ROEs are valuable documents. For this 
reason, the supply of these forms to em- 
ployers is controlled by the Commission. 
The serial numbers of ROEs issued to 
each employer are recorded by the CEC. 


= Accounting firms or payroll service 
bureaus who issue ROEs for other bus- 
inesses can obtain blank ROEs using 
their own Revenue Canada Taxation 
(RCT) number. 

Many small businesses have their 
payrolls prepared by self-employed 
bookkeepers who don’t have an RCT 
number. To order ROEs, these book- 
keepers must provide the Commission 
with the RCT number of a business for 
which they issue ROEs. 


Note: 


There is a special ROE form for 
self-employed fishermen called 
‘Record of Employment Seasonal 
Fisherman/woman’’ which can be 
obtained from your local CEC. 
The ‘“‘Employer guide How to 
complete the ROE: fisher- 
men/women’’ is also available and 
will help you in the completion of 
this form. 
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obsolete Record of 
Employment forms 


Void forms 

3efore destroying the void form(s) by 
and or machine shredding, take note of 
he serial number(s) of those to be des- 
royed and retain with your payroll 
ecords for the required six years. 


4 Void, surplus or 


surplus forms 
Jnused ROEs should be returned to your 
ocal CEC. 


dbsolete forms 
lease do not use obsolete forms. 

The following obsolete forms should be 
lestroyed: Separation Certificate (UIC 
1-64) and the long, green Record of Em- 
loyment form (UIC 11-03). The Com- 
Aission cannot process these forms 
ecause they do not give enough infor- 
tation for our current system. Use only 
he 10’? X 11’’ Record of Employment 
orm INS 2106. 


5 Protecting 
the employee’s 
privacy 

aformation collected on the ROE can be 
sed in the administration of the employ- 
lent and benefit programs of the Cana- 
a Employment and Immigration 
‘Ommission. 

It is collected by the Commission un- 
er the authority of the Unemployment 
surance Act. The employee to whom 
1e information relates has access to the 
Ommission’s copy on request. 


G5 Ul, you and 
your employees 

As an employer, you have an important 

stake in how the UI program works. 

You pay premiums to the UI Account 
— 1.4 times the employee’s premium for 
each of your employees. You also con- 
tribute personally and corporately as a 
taxpayer. 

Since employee/employer premiums 
finance only part of the cost of the UI 
program, the rest is paid out of general 
tax revenue. 

Like you, your employees also have an 
interest in the UI program. Workers face 
the possibility of unemployment at some 
time in their lives because of a shortage 
of work, illness, pregnancy, adoption of 
a child or retirement. 

We have publications covering every- 
thing from general rights and obligations 
of claimants to special UI benefits. The 
following publications answer most 
employees’ questions about regular and 
special UI benefits: 


a What you need to know about 
Unemployment Insurance (PN 305) 


m A new face in the family photo? 
(PN 126) 


=u Unemployment Insurance and sickness 
benefits (IN 127) 


m UI and you: claimant’s rights and 
obligations (PN 125) 


w UI and your earnings (IN 403) 


a How to complete the 
application for benefits (IN 418). 


Why not contact your local CEC and ask 
for copies of these publications for your 
employees or write to: 


Employment and Immigration Canada 
Public Affairs 

Enquiries and Distribution 
Ottawa-Hull 
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7 Did you know? 


The Commission’s ROE copy (blue) is 
used to maintain the integrity of the UI 
Account. The information on this copy 
is used to identify incorrect UI benefit 
payments. 

In general, the cost of the UI program 
is reduced by some $97 million a year 
through this audit activity. For this 
reason, it is important that the Commis- 
sion’s ROE copy be forwarded promptly 
to the Commission. 

There are two major programs that em- 
ployers can join to assist in preventing the 
incorrect payment of UI benefits and, at 
the same time, to reduce the administra- 
tive burden associated with the ROE: 


a Employers with computerized payroll 
systems can, subject to certain conditions, 
participate in the Automated Earnings 
Reporting System. This system generally 
eliminates the need for subsequent writ- 
ten payroll information requests from the 
Commission. 


s The Report On Hirings program al- 
lows the Commission to detect, more 
promptly, cases of unreported earnings. 
Some 70,000 employers are already par- 
ticipating in this program. 


Should you wish more information about 
detection of incorrect payment of UI 
benefits, please contact your local CEC 
or write to: 


Director 

Control Programs Directorate 
Control Branch 

Employment and Immigration Canada 
140 Promenade du Portage 

Phase IV 

Ottawa-Hull 
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Common errors to avoid: 


Here we list the most common problems 
people have in completing the ROE and 
show you the solutions. 


_ This part of the guide takes you 
_ step-by-step through the ROE 
_ form (INS 2106 EF (10-88)). This 
_ will help you to complete each — 
item correctly. Remember that 
you are making four copies. If 
you are completing it by hand, 


' use a ballpoint pen and print Problem: Solution: 

. Hecker: pet ener siaee w Mistakenly counting as weeks of in- = Count only weeks that meet the mini- 

. complete d by computer surable employment, pay weeks which mum insurability requirements. Be es- 

: did not meet the minimum insurability pecially careful when dealing with 
requirements (ie., UI premiums were partial pay periods. 


not payable). 


= Reporting earnings that are less than m Check the minimum and maximum lev- 


the minimum or more than the maxi- els for your pay period type. 
mum insurable earnings in a pay Do not report earnings below the 
period. minimum insurable earnings level un- 


less the employee worked the minimum 
hours in a pay period. (If this is the 
case, record the hourly rate of pay in 
#22 Comments section.) If earnings are 
above the maximum level do not show 
the actual earnings, but record only to 
the maximum level for your pay period 
| type. 


a Incorrectly reporting Pay Period m Be careful to check whether each ROE 
Exception. entry represents a complete pay period. 
If the employment was not insurable 
for the full pay period, enter the insura- 
ble earnings for each of the weeks or 
| part weeks that were insurable, and a 
“1”? in the Pay Period Exception 
column. 


= Reporting net earnings. u Report gross earnings (i.e., the actual 
amount before deductions are made) 
but only up to the pay period 
maximum. 


m Checking the block in #15 of the ROE ] This Block Senin ane ‘a Heked Pret 
when the total insurable earnings the insurable earnings are at a 
(#15A) is less than the maximum maximum for each pay period. 
amount for the number of weeks of 
insurable employment reported. 


ws Not reporting the number of insurable = Remember to report the number of in- 
weeks. surable weeks in block #16. 


6 Part 2 
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Note: 


The numbers used in n this part 
correspond to the ones appear- 
ing on the regular ROE form. y 


4 Serial No. 


Preprinted serial number of the form. 


2 Serial no. of 
Record of 
Employment 
amended or 
replaced 


You only need to make an entry here if 
you are completing an ROE to amend in- 
formation on one already issued, or to 
replace one. 

You must amend an ROE if you dis- 
cover errors after it has been released. 
When this happens, enter the serial num- 
ber of the ROE being replaced and com- 
plete the new form in its entirety. 

If an employee loses or misplaces the 
ROE and asks you for another, you may 
issue an amended ROE or you can pho- 
tocopy the one you kept with your pay- 
roll records (Employer’s copy — Part 4). 

You must countersign the photocopy 
and show a telephone number where the 
Commission can reach you to confirm 
that the copy is valid. You will have to 
issue a new ROE if the Commission asks 
for it. 


3 Employer’s payroll 
reference number 
Use this space to record your file refer- 
ence such as payroll or badge number, if 
applicable. This will help you locate your 
file copy of the ROE if a Commission 


official contacts you to clarify the infor- 
mation reported on it. 


4 Employer’s name 
and address 


Enter the business name and address as 
used on your Tax Deduction — Canada 
Pension — Unemployment Insurance 
Remittance Return (Form PD7A - 
PD7AR). 


5 Revenue Canada 
Taxation account 
number 


Enter the same account number as used 
on your Tax Deduction — Canada Pen- 
sion — Unemployment Insurance Remit- 
tance Return (Form PD7A - PD7AR) to 
remit UI premiums for this employee. 


6 Communication 
preferred in 


Check the appropriate block for the offi- 
cial language of your choice. 


{ Postal 

code 
Please type or clearly print the postal code 
of your business address. 


8 Pay 

period type 
Indicate the pay period type of the final 
regular pay period in which the interrup- 
tion of earnings occurred. 

The type of pay period may be one of 
the following: weekly, bi-weekly, semi- 
monthly, monthly or 13 pay periods a 
year. Any other type of pay period, such 
as annual contracts of service or commis- 
sion sales must be reported as stated in 
Part 3 pages 21 to 27. 

If the pay period type has changed dur- 
ing the period covered by the ROE, show 
the most recent pay period type in Block 
8 and in the Comments section, note the 
previous pay period type and indicate 
when the change occurred. If you are un- 
sure, please contact your local CEC or the 
ROE advisor serving your area. 


9g | Employee’s name 
and address 


Please enter the family name first, then 
full first name and initials. Please write 
this information clearly. Include the 
employee’s postal code, if known. 


Gg A Occupation 


Give an accurate description of the em- 
ployee’s usual occupation (two or more 
words). For example: sales clerk, stock 


clerk, auto mechanic, constructior 

labourer. | 

1 Social Insurance 
Number (SIN) | 


It is very important to enter the em 
ployee’s correct Social Insurance Num 
ber. A claim for UI benefits cannot bi 
processed without it. It is used to identi 
fy and locate a UI claim. 

As an employer you have an obligatio! 
to ensure that your employee has a So 
cial Insurance Number. If, at the time 0 
hiring, an employee does not have a SIN 
then application to the Commission mus 
be made, by the employee, within thre 
days of starting work. 


4 4 First day 
worked 


Enter the actual day the employee star | 
ed to work. 

If you do not know the actual first de 
worked and the employee has worked fc 
you for more than two years, enter tr 
date exactly two years before the inte’ 
ruption of earnings. 

If the employee has worked for you C 
several occasions, the date to be enteré 
is the start of the most recent period | 
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hich the worker returned to work (that 
s, since you last issued an ROE to this 
derson). 

_ When a change of business ownership 
as taken place and the payroll records 
vere transferred and maintained by the 
1ew employer, the first day worked is the 
late the worker started work for the origi- 
1al company. If an ROE had been issued 
yreviously, the date to be entered is the 
late the employee returned to work. If 
he ROE is issued within 52 weeks of a 
‘hange of ownership, please confirm the 
hhange and the effective date in the 
Jomments section. 

_ When UI premiums were payable af- 
er an interruption of earnings within the 
ast 52 weeks (such as for a vacation peri- 
id, paid sick leave or for self-insured 
yage-loss insurance payments), enter the 
ates of the insurable weeks and the earn- 
igs in the Comments section. The insura- 
ile weeks are to be included in the total 
asurable weeks in #16. The insurable 
arnings should be entered in #15 if they 
ell within the last 20 weeks. 


1 Last day 
worked 


nter the actual last date the employee 
erformed services. 

If you are issuing an ROE for some- 
ne who has reached age 65 and continues 
) work, enter the date of the last cay 
orked in the month in which the 65t 
irthday occurred. 


1 Ul premiums 
payable up to 


The date to be entered here is the last day 
for which you pay UI premiums for this 
employee. 

This is usually the date of the interrup- 
tion of earnings and the same as the last 
day worked. 

When this date differs from the last day 
worked, briefly explain why in the Com- 
ments section (#22). 


The exceptions 


1) The last day for which UI premiums 

are payable will be before the last 
day worked when an employee has earn- 
ings that were not insurable in the last pay 
period of employment. For example: an 
employee may work full time up to May 
1 and part time between May 2 and May 
15, and not earn the minimum amount 
or work the minimum hours to be insura- 
ble from May 2 to May 15. UI premiums 
are payable up to May 1, not to the last 
day worked (May 15). You would enter 
May | in #13 and in #22 part-time 
between May 2 and May 15S. 


2) The last day for which UI premiums 

are payable will be after the last day 
worked when an employee is laid off at 
the end of a paid vacation period, gets 
paid sick, maternity, paternity or adop- 
tion leave, or workers compensation top- 
up payments that are insurable or is on 
paid pre-retirement leave. For example: 
an employee’s last day worked was May 
15, but he has a paid vacation period 
from May 16 to May 31. UI premiums are 
payable up to May 31. Enter May 31 in 
#13 and in #22, paid vacation period from 
May 16 to May 31. 

Another example: an employee’s last 
day of work was May 15. From May 16 
to May 31, the employee received paid 
sick leave payments which were insura- 
ble. After May 31, these payments 
dropped below 60 per cent of his normal 
weekly insurable earnings. In this case, 
enter May 31 in #13 and enter sick leave 
in #22. 
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Final pay period 


1 4 ending date 


Indicate the actual ending date of the fi- 
nal regular pay period in which the inter- 
ruption of earnings occurred. For 
example, if an employee who is paid on 
a weekly (Wednesday to Tuesday) basis 
left work on Friday, January 4, 1991, the 
final pay period ending date would be 
January 8, 1991. 

If the pay cycle has changed during the 
period covered by the ROE, this should 
be indicated in the Comments section. If 
you are unsure of the date to enter, please 
contact your local CEC or the ROE 
advisor serving your area. 


1 5 insurable earnings 
by pay period 


How you complete this part will depend 
on the type of pay period you use. 

When an employee’s earnings are at the 
maximum for each pay period to be 
reported on this ROE, and there are no 
pay period exceptions check the block 
provided (as explained in #15) and enter 
the total of insurable earnings for the pay 
periods in #15A. But before you enter the 
total remember to check to see if some of 
the 20 weeks were in the previous calen- 
dar year when the maximum was lower. 

When the employee’s earnings are be- 
low the maximum but are the same for 
a number of pay periods, you do not have 
to enter the amount for each one. Just 
write the amount in the first and last pay 
periods where the earnings are the same 
and draw lines through the blocks 
in-between. 

When the dollar value is less than the 
minimum for the pay period, but the em- 
ployee has met the minimum hourly re- 
quirement and the pay period is insurable, 
record the employee’s hourly rate of pay 
in the comments section #22 of the ROE. 


The first entry in #15 
The first entry should record the insura- 
ble earnings for the final (most recent) in- 
sured pay period. Be sure to include all 
the insurable earnings, eg., vacation pay, 
etc. reported in block #17. If you used an 
estimate to determine the amount of 
insurable earnings in the final pay period, 
include the term ‘‘est.’’ beside the 
amount. You will have to issue an amend- 
ed ROE with the exact amount if the 
employee or the Commission asks for it. 
Employers who want to report the end- 
ing date of each pay period may do so in 
the Pay Period Exception column. 
However, there is absolutely no obliga- 
tion to do this. If you choose to make this 
entry and you must also enter a figure in 
that column to indicate the number of in- 
surable weeks in the pay period, please 
write the date above the figure. 
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Note 


_ Once you have entered the amount — 
__ of insurable earnings, these figures 
_ must not be changed. If you make 
__ anincorrect entry, complete a new 
_ Record of Employment. The incor- _ 
rect ROE must be destroyed by © 
hand or machine shredded. You 
_ should make a note of the serial — 
_ numbers of any ROEs destroyed ~ 
and retain these with your pay- — 
roll records for the required six 
_years. # ~~ _ 


If, due to employer bankruptcy, receiver 
ship or financial difficulties, earning 
were not paid, please contact your loca 
CEC or ROE advisor for guidance 0: 
completion of #15 and 16 on the Recor: 
of Employment. 

If an employee is paid by commissio 
or piece-work or if an employee is hire 
under an annual contract, refer to Part 
of this guide (pages 21 to 27). 

Instructions follow on completing #1 
for the most common pay period type: 
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Weekly pay period 

If the employee has had 20 or more weeks 
of insurable employment, make an entry 
in all 20 spaces, starting with the final in- 
surable pay period. If the employee had 
a week or weeks of employment that were 
not insurable, you will have to go back 


further than 20 weeks in your payroll 
records to obtain the 20 weeks of insura- 
ble earnings. If the employee has less than 
20 weeks of insurable employment, enter 
the insurable earnings for each week that 
was insurable. 

There are no entries in the Pay Period 


Remember, to be insurable a week of 
employment must meet one of the mini- 
mum requirements shown in the table be- 
low. No entry should be greater than the 
maximum insurable earnings ($680 in 
1991). Show dollars and cents for each 
pay period entry. 


Exception column for weekly pay 
periods. 


The following chart will help you determine weeks of insurable 


_ Minimum employment and insurable earnings for this type of pay period. 


oe es 


Weekly pay period 
136.00 Alice! 


| Did employee earn at least $136.00 during the pay period? | 


[Yes | [| No | 


Worked at least 15 hours in the pay week? | 


One week of insurable | 


employment. 


Insurable earnings up 
to a maximum of $680.00. 


Pay week not insurable. 
No insurable earnings. 


— — i 
POSTAL CODE / CODE POSTAL FEM pay PERIOD TYPE / GENRE DE PERIODE DE PAYE 
| WEEKLY 
d Jail 


Es EMPLOYEE'S NAME AND ADDRESS / WOM ET ADRESSE DE LFMPLOYE(E) 


bi | 


ule} SOCIAL INSURANCE NO. / W° pci HE ok 
D/y 

FIRST DAY WORKED 

PREMIER JOUR DE TRAVAIL 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


USA U1, PREMIUMS PAYABLE UP TO 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU'AU 


EB A - OCCUPATION / PROFESSION UGE FINAL PAY PERIOD ENDING DATE Pe A 


DATE DE LAFIN DE LA DERNIERE 
PERIODE DE PAYE / 
UGA STARTING WITH THE FINAL PAY PERIOD (P-P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (PP ), INSCRIRE LE MONTANT DLA REMUNERATION 


MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P-P., RECORD THE FULL ASSURABLE JUSQU'A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 
PP.. IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 PP. osranen TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 208 SEMAINE 
IF THE Naa EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P-P., CHECK C. IRESPOND AU MAXIMUM AU 


SI LA REMUNERATION ASSURABLE A 
HERE AND ENTER ONLY THE TOTAL IN BLOCK 154 ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A 


COURS DE CHAQUE P.P., COCHER ICI 


PAY PERIOD PAY PERIOD 
INSURABLE EARNINGS INSURABLE EARNINGS 
REMUNERATION i BIEN || Corp REMUNERATION Boo 
ASSURABLE Se ASSURABLE EEO 
3 
7 
1 
15 


INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED. 
jon Pes ag bia ap 2 ee WHICHEVER IS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES SE. 
Ani AU ) (@) MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


UrZ PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAIO IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES AUNE DATE ULTERIEURE 


A - VACATION PAY / INDEMNITE DE VACANCES B- STATUTORY HOLIDAY PAY FOR / JOUA(S) FERIE(S) PAYE(S) POUR LE(S) 
D// M Y/A D/y ~M V/A D/y M Y/A 


$ 5L45-00 [Eg yee’ > | [Meinl hs 


C ~ OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


b Teste $ $ 


IMPORTANT 


LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE.: 


YES NO IF NO. EXPLAIN IN COMMENTS SECTION 
Our NON _S/ NON. PRECISER A LA CASE “OBSERVATIONS” 
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Biweekly pay period om 


Bi-weekly pay period 
(earnings calculated and 
paid every two weeks) 


In a bi-weekly pay period there are two 
pay weeks. For example if the pay peri- 
od is the Ist to 14th, pay week one would 
be the Ist to 7th and pay week two the 
8th to 14th. 

In this type of pay period, earnings are 
insurable for both weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($272 or 30 hours in 1991). 

When the earnings and hours worked 
in the complete pay period do not meet 
the minimums for this type of pay peri- 
od (see table), averaging the earnings over 
the bi-weekly pay period is not permitted. 
In these cases, determine the actual earn- 
ings and hours worked during each pay 
week of the pay period and apply the 
weekly minimums. If only one pay week 
meets the minimum requirements of $136 
or 15 hours, enter the figure | in the Pay 
Period Exception column and enter the 
insurable earnings for that week (up to 
the weekly maximum). 

For example, if the total hours and 
earnings for a bi-weekly pay period is 28 
hours and $196 (under the bi-weekly mini- 
mums) you would have to look at each 
pay week individually to see if either week 
met the minimum weekly requirements. 
In this example, the employee worked 20 
hours and earned $140 in the first pay 
week, while in the second pay week the 
person worked 8 hours and earned $56. 
Using the weekly minimums, the first pay 
week is insurable but the second pay week 
is not. Therefore the ROE entry for this 
bi-weekly pay period would be $140 in 


go 2? 


the insurable earnings column and 
(representing the first pay week) in the 
“‘Pay Period Exception’’ column. 

If the employee has had 20 or more 
weeks of insurable employment, you will 
have to record the earnings for at least 10 
pay periods, starting with the final pay 
period. More than 10 entries will be need- 
ed if one week in any pay period was not 
insurable. 

When an employee has more than 20 
weeks of insurable employment, the 20th 
week may not fall in a complete pay peri- 
od. If the insurable earnings for only one 
week are needed to cover the 20th week, 
the amount to be entered in #15 will be 


the total insurable earnings in the bi- 
weekly pay period divided by two. The 
figure ‘‘1’’ should be entered in the Pay 
Period Exception column. | 

If the employee has less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete anc 
partial pay period. 


oo Minimum 


1990 3 


_ Bi-Weekly pay period : 


Ron oem 
1991 30 272.06 4360.00 - 


Maximum . 


The following chart will help you determine weeks of insurable 
employment and insurable earnings in this type of pay period. 


Bi-weekly pay period 


Did the person work 
or 


Did the person have No | 


earnings in each week of 
the pay period? 


Yes | 


Did the person work 
at least 30 hours 


Did the person work 
for at least 15 hours 


or Bs or 
Did the person have | No} Did the person have 
earnings of at least earnings of at least $136 
$272 in the pay in either pay week? 


period? 
Yes Yes | No | 
: ae 
Two weeks of One week of Pay period 
insurable insurable not insurable. 
employment. employment. No insurable 
Insurable Insurable | earnings. 
earnings up to earnings up to a 
a maximum maximum of $680. 
Pay Period 
Exception column. 
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ee a eS a ee els 


S 


{F THE! 
HERE 


INSURABLE EARNINGS 
REMUNERATION 
ASSURABLE 


TOTAL (ROUND TO THE 


$ 73 “OO 


IMPORTANT 


DUN R 
PAYMENT 
START DATE ue Ki 
DATE DE DEBUT 
DU PAIEMENT 
BLY EXPECTED DATE oy 
OF RECALL 
DATE PREVUE 
DE RAPPEL 


Ey EMPLOYEE'S NAME AND ADDRESS / WOM ET ADRESSE DE LEMPLOY! (E) 


Ey A - OCCUPATION / PROFESSION 


LEA STARTING WITH THE FINAL PAY PERI 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P-P., RECORD THE FULL 
P.P., IN WHICH THE 20th WEEK FALLS. 

E EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH PP., CHECK 


AND ENTER ONLY THE TOTAL IN BLOCK 15A. 


TOTAL (ARRONDIR AU DOLLAR PRES) 


LA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN TH C 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL ) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PA YABLES AUNE DATE ULTERIEURE 


A - VACATION PAY / INDEMNITE DE VACANCES B- STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 


C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


Um POSTAL CODE / CODE POSTAL FE 


OD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A 


INSURABLE EARNINGS 
REMUNERATION 
ASSURABLE 


NEAREST DOLLAR) 


D// M Y/A 


ae 


ee 


IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: 
Si LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: 
La PAID SICK / MATERNITY / PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS 
(AFTER THE LAST DAY WORKED) 
CONGE ts MALADIE / MATERNITE / PATERNITE PAYE 


INDEMNITES PAYABLES EN VERTU 


GIME COLLECTIF D‘ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) 


Y/A 


WEEKS / DAYS AMOUNT $ 
SEM. /JOURS _MONTANT 


a COMMENTS / OBSERVATIONS 


NS 2106 RE-P (11-89) EF 


Canada 


NOTE TO EMPLOYEE 

THIS IS A VALUABLE DOCUMENT. KEEP IT IN A SAFE PLACE. IF 
YOU INTEND TO FILE A CLAIM FOR UI BENEFITS YOU SHOULD 
DO SO IMMEDIATELY. THE REVERSE OF PART 2 CONTAINS 
IMPORTANT INFORMATION. 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


U.l. PREMIUMS PAYABLE UP TO 
PAYABLES JUSQU'AU 
FINAL PAY PERIOD ENDING DATE 


DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 
SUELS ET CEUX COMPTANT 13 PP, CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 208 SEMAINE. 
Si LA REMUNERATION ASSURABLE A Di Manes erncee AU MAXIMUM AU 


ET INSCRIRE SEULEMENT LE TOTAL A LACASE 15A. 


COURS DE CHAQUE P-P., COCHER ICI 
INSURABLE EARNINGS | PAY PERIOD 


COTISATIONS D'ASSURANCE-CHOMAGE 


INSURABLE EARNINGS 


REMUNERATION EXCERUON, REMUNERATION EXCEPTION 
DE PERIODE DE PERIODE 
ASSURABLE Ee ASSURABLE ae 


PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 


BI-WEEKLY 


A6lO 


PAY PERIOD 


O// M Y/A O/J M 


$ 


YES 
ZS) OU! 


NO 


REASON FOR ISSUING THIS ROE ENTER CODE 
INSCRIRE LE CODE 


FORMULAIRE SONT VERIDIQUES. 


SIGNATURE OF ISSUER / SIGNATURE 


UGH INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
WHICHEVERIS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- 
MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 


Y/A 


IF NO, EXPLAIN IN COMMENTS SECTION 
NON _S/ NON, PRECISER ALA CASE “OBSERVATIONS” 


$ 


M Y/A Pal | AM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
THAT ALL STATEMENTS ON THIS FORM ARE TRUE. 
NOTRETURNING UNKNOWN 
RETOUR NON PREVU DATE NON CONNUE JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 


JATTESTE, PAR LES PRESENTES, QUE TOUTES LES DECLARATIONS FAITES SUR CE 


" NAME OF ISSUER (please print) / NOM DU SIGNATAIRE ( en lettres moulées) 


PE TELEPHONE NUMBER / NUMERO DE TELEPHONE 


AL EMPLOYEE) ‘ 
IL SAGIT D'UN DOCUMENT PRECIEUX — CONSERVEZ-LE EN LIEU SOR. 
S! VOUS COMPTEZ PRESENTER UNE DEMANDE DE PRESTATIONS. 
VEUVILLEZ LE FAIRE IMMEDIATEMENT. D'IMPORTANTS RENSEIGNE- 
MENTS VOUS SONT FOURNIS AU VERSO DE LA PARTIE 2. 


EMPLOYEE'S COPY 
COPIE DE L'EMPLOYE(E) 


PART / PARTIE 
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Semi-monthly pay period 


Semi-monthly pay period 

The table below and the table on page 14 
may be used to convert complete semi- 
monthly and monthly pay periods 
into weeks of insurable employment. 
There are 2 1/6 weeks of insurable em- 
ployment for each complete semi- 
monthly pay period (52 weeks divided by 
24 = 2 1/6) and there are 4 1/3 weeks of 
insurable employment for each complete 
monthly pay period (52 weeks divided by 
£27 40123): 


Semi-monthly pay period 


Table for semi-monthly pay period 


Weeks of insurable employment 


Number of complete 
semi-monthly pay periods 


Equivalent weeks of 
insurable employment 


Note: 


Partial pay periods (where insura 
bility was calculated on a weekly 
basis) must be added after the con- 
‘Veson = = 


In these types of pay periods, earnings 
are insurable for all weeks in the pay peri- 
od if the employee either worked or had 
earnings in each week and part-week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
(see the appropriate table below or on 
page 14). 


If the earnings and hours worked d 
not meet the minimum for these types o 
pay periods or if the employee did no 
work or have earnings in each week ant 
part-week of the pay period, insurabilit 
must be determined on a calendar wee! 
basis (Sunday to Saturday). Enter the in 
surable earnings for each of the calenda 
weeks or part weeks that were insurable 
i.e., that meet the minimum weekly re 
quirements (see table on page 29). Put 
figure 1 in the Pay Period Exceptio 
column for each of the insured weeks 

If the employee had 20 or more week 
of insurable employment, you will hav 
to make an entry for at least 10 sem 
monthly pay periods or five monthly pa 


periods. 


1473.33 


The following chart will help you determine weeks of insurabl 
employment and insurable earnings for semi-monthly pe 


Semi-monthly pay period 


or 


period? 


Did the employee work 


Did the employee have No 
earnings in each week or 
part-week of the pay 


Did the employee work fo} 


[ves | 


at least 15 hours in any: 
calendar week or part- — 
week in the pay period © 

or 


or 


Did the employee work for 
at least 33 hours 


Did the employee have 
earnings of at least . 
$294.67 in the pay period? 


Did the employee have | 

earnings of at least $136 

in any calendar week eS 

- Sat.) or part-week in iy 
pay period? 


[Yes | | 


One insured week for each calendar 
week in the pay period in which one 
of the minimum requirements has No ‘ 
been met up to a maximum of $680 
per week (enter 1 in the Pay 
Period Exception column for 
each insured week reported). 


Semi-monthly pay period 
is insured (2 1/6 weeks) up 
to a maximum of $1473.33. 


| Pay period is not 
insurable. 


| No insurable earning, 
se : 


——e 
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; 


periods, starting with the final pay peri- 
od. More than these entries may be need- 
ed if any week or part of a week in a pay 
period was not insurable. Show dollars tt the employee has 20 weeks or 
and cents for each pay period entry. more of insurable employmen 


If the employee had less than 20 weeks last entry should be the amoun 
of insurable employment, enter the in- _ insurable earnings for the pay peri- 
‘surable earnings for each complete and _ od in which the 20th week of in- 


urable. employment falls s. You are © 

no longer required to calculate the 
_ insurable earnings for the 20th 
week as this calculation will now 
‘made By ee Staft. 


partial pay period. 


UM POSTAL CODE / CODE POSTAL [EMI PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 
en | > NION Te 


EM EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE LEMPLOYE(E) fey SOCIAL INSURANCE NO. / W* DASSURANCE SOCIALE 
y KIB ay ,, — Sy 
11 D/y M V/A 
FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL oO O O O 
12 D/y M 7A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL O nh QO / 
LEA U1, PREMIUMS PAYABLE UP TO Be i Ye) 
COTISATIONS D'ASSURANCE-CHOMAGE O 
| PAYABLES JUSQU‘AU } \) [ 
EM A - OCCUPATION / PROFESSION LES FINAL PAY PERIOD ENDING DATE Cea ANA 
DATE DE LA FIN DE LA DERNIERE 


PERIODE DE PAYE 


LEA STARTING WITH THE FINAL PAY PERIOD (P-P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCGANT PAR LA DERNIERE PERIODE DE PAYE (P-P.), INSCRIRE LE MONTANT DE LAR MUNERATION 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P.P., RECORD THE FULL ASSURABLE JUSQU'A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 


PP. IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 P.P, CONSIGNER TOUTE LAPP. PENDANT LAQUELLE TOMBE LA 20° SEMAINE 
IF THE | LE EARNINGS TO BE REPORTED ARE AT THE MAXIMUMFOREACHPP.. CHECK _S/ LA REMUNERATION ASSURABLE A DEC. eee AU MAXIMUM AU 
HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P.P.. COCHER ICI roe INSCRIRE SEULEMENT LE TOTAL ALACASE 15A. 
PAY PERIOD PAY PERIOD PAY PERIOD PAY PERIOD 
INSURABLE EARNINGS INSURABLE EARNINGS INSURABLE EARNINGS INSURABLE, EARNINGS 
ee REMUNERATION | bee <sig REMUNERATION be ee a REMUNERATION She vee | REMUNERATION Bae 
ASSURABLE Rea ASSURABLE cegltdlghtet ASSURABLE ee ASSURABLE prise 2 
nie “ co 6L 
ab i INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
A psc pe nag ee See WHICHEVER IS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE. ' 
gor Coe y $ OBO MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


ee OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


A - VACATION PAY / INDEMNITE DE VACANCES B- STATUTORY HOUDAY OM FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
D// M Y/A D// M Y/A O// M Y/A 


$39L5°00 Is Deqneaals Bokpeaniioe|s 


C~ OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


$ $ $ 
IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: 
va = PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-+LS ETE REPARTIS SUR LA DERMERE PERIOOE 0 DE PAYE: 


YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
NON SI NON, PRECISER A LA CASE “OBSERVATIONS” 
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Monthly pay period — ‘ : 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for monthly pay periods 


Monthly pay period 


Co ee eee 
hours or $ : 


Did the employee work 
or 
Did the employee have No 
earnings in each week and 
: part-week of the pay 
Table for monthly pay period i 
teh i period? Did the employee work for 


at least 15 hours in any 
calendar week or part- 


Weeks of insurable employment : va 
week in the pay period 
or 
Number of complete Equivalent weeks of Did the employee work for Did the eee have 
monthly pay periods insurable employment at least 65 hours earnings of at least $136 
S or in any calendar week or 
: No - i 
Did the employee have pera ig oS 
earnings of at least peat ‘ 
$589.33 in the pay period? ) 
Yes 


_- 


One insured week for each calendar 
week or part-week in the pay period 
in which one of the minimum 
requirements has been met, up to a No 
maximum of $680 per week (enter 1 
in the Pay Period Exception column 
for each insured week reported). 


Monthly pay period Pay period is not 
is insured (4 1/3 weeks) up insurable. 
to a maximum of $2946.67. No insurable earnings 
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POSTAL CODE / CODE POSTAL [MEH PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 


EM EMPLOYEE'S NAME AND ADORESS / WOM ET ADRESSE DE LEMPLOYE(E) Ay SOCIAL INSURANCE NO. TNs D ASSURANCE SOCJALE 
i , at Sh, Mss () @ 
m g ly, 0, 
11 D// M Y/A 
| FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL / ol 0 / 
12 D// M Y/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL O10 O 
UEH U., PREMIUMS PAYABLE UP TO pid M Mo 
COTISATIONS D'ASSURANCE-CHOMAGE 0 
| | PAYABLES JUSQU’AU 01044 / 
Em A - OCCUPATION / PROFESSION Wed FINAL PAY PERIOD ENDING DATE D/J M Y/A 
DATE DE LA FIN DE LA DERMERE 0 
PERIODE DE PAYE (a) 0 
ms 


LEB STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P-P., RECORD THE FULL ASSURABLE JUSQU‘A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 


P.P., IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 P.P, CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 202 SEMAINE. 
IF THE! E EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P-P., CHECK S! LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 
HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P.P., COCHER ICI ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A. 


PAY PERIOD PAY PERIOD PAY PERIOD PAY PERIOD 
NSREMUNERATION | | EXCEPTION Mnemunenarion” > | SECEPTON | op, |'Setunemanion®: | EXCEPTION | pp | NSURABLESARNINGS | ExcEprioW 
ASSURABLE ASSURABLE apie ASSURABLE a Oe ASSURABLE ce 
3 4 
194667 680+00| | 
7 
12 
16 
20 
TA | UG iSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
A eee ogee yal Pes per ite WHICHEVER IS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- 
A ) $ OSes OR 0 10 MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 1D 


IZA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE ; 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


A - VACATION PAY / INDEMNITE DE VACANCES B- STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
D/J/ M Y/A 2 D/J M Y/A O// M Y/A 


S/5OGS Renter pads eek mes faerie te 


C- OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
SI LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: Ma NON SI NON, PRECISER A LA CASE “OBSERVATIONS” 
LEA PAID SICK / MATERNITY / PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS 19 
(AFTER THE LAST DAY WORKED) REASON FOR ISSUING THIS ROE ENTER CODE 
CONGE 74 MALADIE / MATERNITE / PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU RAISON DU PRESENT RELEV. INSCRIRE LE CODE 
O'UN REGIME COLLECTIF D'ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) PSS PRT ROT re : Bit, Fee i 
FOR FURTHER INFORMATION, CONTACT TELEPHONE / TELEPHONE 
me ayy POUR PLUS DE RENSEIGNEMENTS, APPELER 
WEEKS / DAYS AMOUNT 
SEM. / JOURS _MONTANT 
D/J CAB | AM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
THAT ALL STATEMENTS ON THIS FORM ARE TRUE. 
poste Non es VU oe en. CONNUE JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 
J'ATTESTE, PAR LES PRESENTES, QUE TOUTES LES DECLARATIONS FAITES SUR CE 


2a COMMENTS / OBSERVATIONS FORMULAIRE SONT VERIDIQUES. 


SIGNATURE OF ISSUER / S/GNATURE 


NAME OF ISSUER (please print) / NOM DU S/GNATAIRE ( en Jettres moulées) 


TELEPHONE NUMBER / NUMERO DE TELEPHONE 


| | | 
INS 2106 RE-P (11-89) EF 
NOTE TO EMPLOYEE AL EMPLOYE(E) \ 
THIS IS A VALUABLE DOCUMENT. KEEP IT IN A SAFE PLACE. IF — /L S‘AG/T D'UN DOCUMENT PRECIEUX — CONSERVEZ-LE EN LIEU SOR. EMPLOYEE'S COPY 
fed YOU INTEND TO FILE A CLAIM FOR UI BENEFITS YOU SHOULD /S/ VOUS COMPTEZ PRESENTER UNE DEMANDE DE PRESTATIONS, COPIE DE L EMPLOYE(E) 
ad DO SO IMMEDIATELY. THE REVERSE OF PART 2 CONTAINS  VEU/LLEZ LE FAIRE IMMEDIATEMENT. D'IMPORTANTS RENSEIGNE- PART / PARTIE 
IMPORTANT INFORMATION. MENTS VOUS SONT FOURNIS AU VERSO DE LA PARTIE 2. 
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13 pay periods a year 

In this type of pay period, earnings are 
insurable for four weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($544 or 60 hours in 1991). 

When the earnings and hours worked 
in the full pay period do not meet the 
minimum for this pay period, averaging 
the earnings over the pay period is not 
permitted. In these cases, determine the 
actual earnings and hours worked during 
each pay week within the pay period and 
apply the weekly minimums. 

If the employee had no insurable earn- 
ings in some of the pay weeks of a pay 
period, enter only the insurable earnings 
(up to the weekly maximum) for the 
weeks that were insurable. Enter the 
figure 1 in the Pay Period Exception 
column for each insured week reported. 

If the employee has 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five pay peri- 
ods, starting with the final pay period. 
More than five entries will be needed if 
one pay week in any pay period was not 
insurable. 

When an employee has more than 20 
weeks of insurable employment, the last 
entry should be the amount of insurable 
earnings for the pay period in which the 
20th week of insurable employment falls. 
You are no longer required to calculate 
the insurable earnings for the 20th week 
as this calculation will now be made by 
Commission staff. 

If the employee had less than 20 weeks 
of insurable employment, enter the 
insurable earnings for each pay period. 


2720.00 | 
2560.00 | 


* 
0! 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for this type of pay period. 


13 pay periods a year 


Did the employee work 
or 


Did the employee have No 
earnings in each week 
of the pay 


period? 


Did the employee work for 
at least 15 hours during one 
or more pay weeks 
in the pay period 


Yes 


or 
os ne creer for Did the employee have 
earnings of at least $136 


or : 
Did the employee have inany:pay weer 


A ae 
earnings of at least ie espayiperizds 


$544 in the pay period? 


Yes 
One insured week for each pay 
week in the pay period in which 
Le one of the minimum requirements 
Yes has been met, up to a maximum |_No 
of $680 per week (Enter 1 in the gi 
Pay Period Exception column for 
each insured week reported). 
Four weeks of insurable Pay period is not 
employment. insurable. 
Insurable earnings up to No insurable weeks. 


the maximum $2720. 
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gues 


a 


i 
To 


PAY PERIOD PAY PERIOD 
ASSURABLE DE PAYE Oe PAVE 


16 pay periods a year 


ir POSTAL CODE / CODE POSTAL WERT PAY PERIOO TYPE / GENRE DE PERIODE DE PAYE 


Ey EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE LEMPLOYE(E) Eley SOCIAL INSURANCE NO. / N° D ASSURANCE SOG/ALE 
ns ae ie OG 
eo. ly g 
11 D/y 
FIRST DAY WORKED 
MIER JOUR DE TRAVAIL VA 1 10 f 9 1 
12 V/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL e) l 9 |/ 
LEE U| PREMIUMS PAYABLE UP TO WA 
COTISATIONS D'ASSURANCE-CHOMAGE 0 
PAYABLES JUSQU'AU A L / jf 
EMI A - OCCUPATION / PROFESSION UGA FINAL PAY PERIOD ENDING DATE oe 
DATE DE LAFIN DE LA DERNIERE 5 
PERIODE DE PAYE 
[EY STARTING WITH THE FINAL PAY PERIOD (PP), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (PP, INSCRIRE LE MONTANT DE ue RATION 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMFMONTHLY AND 13 PP., RECORD THE FULL  ASSURABLE JUSQU'A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS. BIMEN. 
PP. IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 PP. CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 202 SEMAINE 
IF THE | E EARNINGS TO BE REPORTED ARE AT THE MAXIMUMFOREACHPP..CHECK —_S/ LA REMUNERATION ASSURABLE A DEC RESPOND AU MAXIMUM AU 
HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P-P., COCHER ICI ET INSCRIRE SEULEMENT LE TOTAL ALACASE 154 
PAY PERIOD PAY PERIOD 
ne | ee EARNINGS INSURABLE EARNINGS 
REMUNERATION AON, REMUNERATION panes 
ASSURABLE ASSUI 


DE PAYE 


A 
TOTAL (ROUND TO THE NEAREST DOLLAR) 
TOTAL (ARRONDIR AU DOLLAR PRES) 


IZA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR oe AT A LATER DATE 


Paipepeoae 
fo pe chee 
fe i 
: i 
s 


$ O.L0O Ob 0 


ASH INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED. 
WHICHEVER IS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- 
MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES AUNE DATE ULTERIEURE 


A - VACATION PAY / INDEMNITE DE VACANCES 


B- STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 


O// M Y/A D/J ~~ M D// M V/A 
s /Sb6'43 $ $ La: alia iimeenl 
C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 
S.5.. rer: $ $ 
IMPORTANT 
\— THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: Yes NO IF NO, EXPLAIN IN COMMENTS SECTION 
SI LES PAIEMENTS Sell nek SONT ASSURABLES, ONT-ILS ETE ces SUR LA ERIWERE aes Ne, DE PAYE: OUI NON SI NON. PRECISER ALA CASE “OBSERVATIONS” 


1 5 Total of all 
entries 

Round off the total of all entries to the 

nearest dollar and enter the figure in the 

block provided. 

If you make an incorrect entry, do not 
change the figure. Instead complete a new 
ROE form and destroy the incorrect form 
by hand or by machine shredding. Make 
a note of the serial number of the form, 
then destroy it and retain the number with 
your payroll records. 


clude any weeks which you reported on 
an earlier ROE for this employee. Of 
course, if the employee worked for you 
for less than a year, you will have to go 
back to the first day worked in the most 
recent period of employment. If you is- 
sued an ROE to this employee within the 
last year, count only insurable weeks since 
the last ROE was issued. 

If your pay period is semi-monthly or 
monthly, the total number of insurable 
weeks may include a fraction. When this 
happens, round the figure to the next 
whole number (e.g., for 25 1/6, record 
26). 


1 7h Payments or 
benefits 
Payments or benefits other than regular 


pay paid in the final pay period or at a 
later date. 


When calculating UI benefits, certain 
kinds of payments are considered to be 
“‘earnings”’ 

If a claimant receives such payments, 
the Commission allocates the money on 
the basis of the claimant’s normal week- 
ly earnings and the payment of benefits 
does not begin until the weeks of ‘‘earn- 


Number of weeks ings’? have run out. You must record 
of insurable Important: pamnhatdca eas if inn paid ie 
employment templation of the separation or are to be 


For completion of this number, you will 
have to look at the 52 week period before 
the interruption of earnings. 

Take the later of the dates in #12 and 
13, and count the insurable weeks which 
Occurred in the past 52 weeks. Do not i- 


If you make an incorrect entry, do 
not change the figure. Instead 
complete anew ROE form. Before 
destroying the incorrect form, 
record the serial number and retain 
with your payroll records. 


Leper eieere ne tert frat Mee eran 


paid after the employment terminated. 

For general guidance regarding the in- 
surability of the following payments or 
benefits, refer to the chart on page 30 of 
this guide. 
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417A Vacation pay 


Enter the gross amount of vacation pay. 

If vacation pay is paid into a trust fund 

or paid on every cheque, enter the term 

‘trust fund’ or ‘‘paid on every cheque’’. 
Statutory 


1 7B holiday pay 


Statutory holiday pay, paid or payable, 
is considered to be earnings for the pur- 
pose of calculating UI benefits. Enter the 
holiday date and the amount of pay for 
statutory holidays that occur after the 
later of the dates shown in #12 and 13. 


1 7 & Other monies 

If any of the following payments are paid 
or payable in contemplation of, on, or af- 
ter the separation from employment, 


enter the type of payment and the 
amount: 


= Pension payments: Record the total 
amount if lump sum or the weekly or 
monthly entitlement and the effective 
date. If the amounts and effective date 
are not known, enter ‘‘Pension amount 
unknown’’ in #17C and record in #22 
Comments section the name and tele- 
phone number of the person we may 
contact for further information. 


mw Severance pay (or a payment made in 
recognition of long service or loss of 
office or employment) 

= Retirement benefits 

a Accumulated retirement or sick leave 
credits 

= Bonuses or gratuities 

= Wages in lieu of notice 

m Retroactive wage increase 

a A payment in kind (describe article, 
e.g., car and give monetary value) 

w All other monies (please specify) 

If there is insufficient space, use the Com- 
ments section #22. 

Please indicate in the appropriate box 
whether the reported insurable monies 
have been allocated to the final pay 
period. 


1 Paid sick/maternity/ 
paternity leave or 
group wage-loss 
indemnity payments 
after the last day 
worked (#12) 


If the employee will receive paid sick 
leave, maternity, paternity or adoption 
leave, after the date shown in #12, enter 
the date these payments start. 

Also indicate the number of weeks or 
days for which they are payable and the 
amount of these payments or the percen- 
tage of salary to be paid. This must also 
be done if an employee is eligible for pay- 
ments under a group wage-loss indemni- 
ty plan or a long-term disability plan. If 
the payment is based on a weekly rate, 
enter the number of weeks, circle 
‘‘weeks’’ and enter the weekly amount. 
If the payment is based on a daily rate, 
enter the number of days, circle ‘‘days”’ 
and enter the daily amount. This infor- 
mation is important because these pay- 
ments affect the amount of UI benefits 
the claimant will receive. 


Note: 


_ If sick, maternity, paternity or adop- 
tion leave payments (at a rate of — 
less than 60 per cent of normal 
weekly insurable earnings), or pay- 
ments under a self-insured group 
wage-loss indemnity plan* meet 
the minimum insurable earnings for 
the pay period, these payments 
would continue to be insurable. 


This may affect the number of 


weeks of insurable employment 
and the amount of insurable earn- 
ings you would show on the em- 
ployee’s next ROE. 


*This is a group insurance plan whereby 
income is provided to employees by the 
employer when an employee is unable to 
work due to illness, maternity, paternity, 
adoption or accident. 


ee ee 


SEES SNES mSES CEE 


aces nomeae mean nua AID 


1 : Reason for 
issuing an ROE 


One of the following code letters shoulc 
be entered in the box to show why thers 
has been or will be an interruption o 
earnings: 


Code A: Shortage of work 


A shortage of work caused by, fo: 
example, a plant shut-down, decreasec 
production, bad weather, fire hazard, jot 
completed or employment contract termi 
nated. If the employee refused a new con 
tract, or an extension to an existins 
contract, use code ‘‘E’’: Quit, and explair 
in the comments section. 


Code B: Strike or lock-out 


Work has stopped due to a strike or lock 
out at the place of work. 


Code C: Return to school 


The employee has left the job to go te 
school or university. 


Code D: Illness or injury 


The interruption of earnings is caused b’ 
illness, injury or quarantine. 


Code E: Quit 


The employee voluntarily left the job. I 
you know the reason, give this informa 
tion in the Comments section. If not 
please provide the name and telephon 
number of a person who would be abl 
to provide it to the Commission | 
required. | 


Code F: Pregnancy/Adoption | 


The employee is not working due t 
maternity, paternity or adoption leave 


Code G: Retirement under age 65 i 


The employee has retired before reachin’ 
age 65. Provide the reason for retiremer' 
(i.e., voluntary, health reasons or com 
pany policy). Note the reason in the Con’ 


ments section. 
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Code H: Work Sharing 


Your company negotiated a work shar- 
ing agreement with the Commission and 
this employee is covered by that 
agreement. 


Code J: Apprentice training 


Under provincial legislation, some ap- 
prentices must take training as a condi- 
tion of their apprenticeship. Use this code 
when you are issuing an ROE for such an 
apprentice. 


Code L: Age 65 
No longer applicable. 


Code M: Dismissal 


Use this code if an employee has been dis- 
missed or fired. You may enter the rea- 
son in the comments section or just enter 
“M’’. In either case, please provide the 
name and the telephone number of a 
person the Commission may contact for 
more information (if that person is not 
the issuer). 


Sode N: Leave of absence 


The employee is on a leave of absence for 
reasons other than illness, injury, mater- 
nity, paternity or adoption leave. Please 
enter the reason for the leave of absence 
n the Comments section, if known. Pro- 
vide the name and telephone number of 
4 person the Commission may contact for 
nore information if that person is not the 
ssuer. 


Sode K: Other 


if the ROE is issued for some reason not 
-overed by any other code, enter the rea- 
on in the Comments section. 


=or further information, contact 


Please provide in this space the name and 
elephone number of a person the Com- 
nission may contact for more informa- 
jon pertaining to the reason for 
eparation if that person is not the issuer. 


2 Expected date 
of recall 


If you expect the employee to come back 
to work for you, enter the expected date 
of recall. This usually occurs in cases of 
illness or injury, pregnancy, paternity or 
adoption leave or a temporary layoff. If 
there is a possibility of returning but the 
date is unknown or if the employee will 
not be returning check the appropriate 
block. 


2 Signature and 
declaration 


The signature certifies that all statements 
on the ROE are true. Therefore, the em- 
ployer or an authorized person (e.g., pay- 
roll clerk, bookkeeper) must sign the 
completed ROE in this space. An em- 
ployee, even if normally authorized, 
should not sign his/her own ROE. The 
name of the person who has signed the 
form should be typed or printed clearly 
in the space below the signature. 

If the ROE has been completed entire- 
ly by computer and no changes have been 
made, the name of the authorized person 
may be printed. Otherwise it must be 
signed. 


2 2 Comments 
Use this space to: 


ws explain why the date in #13 differs 
from the date in #12; 


= explain the use of codes E,G,K,M,N; 
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m record the employee’s hourly rate of 
pay when the dollar value is less than the 
minimum for the pay period, but the em- 
ployee has met the minimum hourly re- 
quirement and the pay period is insurable; 


= record any monies paid in the final pay 
period or at a later date, if there is 
insufficient space in #17; 


® indicate that an employee is entitled to 
receive money from other sources such as 
a union sick leave plan or supplementary 
unemployment benefits; 


= indicate the dates of insurable weeks 
and earnings prior to the first day worked 
that were not included on a previous ROE 
and are now included in #16; 


# record pension information if there is 
insufficient space in #17C and to provide 
the name and telephone number of an in- 
dividual other than the ROE issuer, who 
may be contacted for information regard- 
ing the pension; 


= indicate that the employee continues to 
be employed by the new company after 
a change in ownership occurred or to pro- 
vide the date the change in ownership 
took place; 


= show the previous pay period type and 
pay period ending date, when the ROE 
reflects more than one type of pay period; 


m provide any details or explanations 
which you think are important. 


2 Telephone 
Number 


Be sure to include your area code and 
extension number. 


a4 Date of issue. 


Enter the date on which you completed 
the ROE. 
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Distribution of the ROE 
When you have completed the ROE: 


« Separate the copies 


Do this carefully by removing the right- 
hand edge first. This will release the 
carbon sheets. The copies may then be 
easily separated by removing the left-hand 
edge. Do not separate the first two copies. 


w Employee’s copies 


Give or send the first two copies to the 
employee. They are marked Employee’s 
copy — Part I (green) and Part 2 (green). 
These copies may be folded for mailing. 
If for any reason you cannot give your 
employee the ROE personally, or you 
cannot mail it, or if it is returned undeli- 
vered, keep the employee’s copies until 
the employee or the Commission asks for 
them. If you have not been asked for 
them within 52 weeks after the employee 
stopped working, you may destroy them. 

The employee’s copies of the ROE fit 
into a standard #10 window envelope. 
Guide lines will help you fold it so that 
the information is clearly visible. If you 
use a window envelope other than a stan- 
dard #10, please be sure that the name 
and complete mailing address are visible 
through the window. 


= Commission’s copy 


It is important to mail the Commission’s 
copy in the envelope provided to 
Box 9000, Bathurst, New Brunswick, 
E2A 4T3, and to affix proper postage on 
the envelope. This copy must not be fold- 
ed. More than one copy of an ROE may 
be sent in an envelope. This copy must 
be mailed within five calendar days of the 
interruption of earnings or the day you 
become aware of it, whichever is later. 


Do not send anything but the Commis- 
sion’s copy of completed Records of Em- 
ployment to Box 9000, Bathurst, New 
Brunswick, E2A 4T3. All requests for 
blank ROE forms and any other cor- 
respondence must go to your local CEC. 


« Employer’s copy 


UI regulations require that you retain the 
fourth copy of the ROE with your pay- 
roll records for a period of six years from 
the end of the year covered by the 
records. It may only be destroyed prior 
to this period if you get written authori- 
zation from RCT. 


A reminder 


Most claimants and employers are 
honest. However, a few try to take ad- 
vantage of the Unemployment Insur- 
ance (UI) program. In response, we 
have control programs to detect abuse, 
including cases where claimants fail to 
report employment or income from em- 
ployment while receiving UI benefits. 
We also investigate third party reports 
that someone is abusing UI. 

We conduct some one million inves- 
tigations annually and uncover about 
$135 million yearly in overpayments. In 
addition to recovering overpayments, 
we impose about 170,000 penalties and 
undertake some 4,000 prosecutions a 
year. These penalties and prosecutions 
apply to cases where abuse is inten- 
tional. 

Finally, we also have a voluntary dis- 
closure policy. If a claimant or employ- 
er admits to abuse before an 
investigation is begun, there is no 
penalty or prosecution. All overpay- 
ments, however, must be paid back. 

For further information contact your 
local Canada Employment Centre. 


alinpsieinsrsytrs esis in aenkcyepinacesen init 


This brochure contains general 
information only. When a question 
arises, the Unemployment Insurance 
Act and Regulations must govern. 
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| 1 Special rules 


To calculate the insurable earnings and 
the number of weeks of insurable employ- 
ment, special rules apply to the follow- 
ing groups of workers: 


® employees paid on commission 
® employees paid on piece-work 


® teachers and professional athletes on 52 
' week contracts 

For more details on how to determine 
insurable earnings for these employees, 
please refer to the Canada Pension Plan 
Contribution and Unemployment Insur- 
ance Premium Tables or for Quebec em- 
ployers, the Unemployment Insurance 
Premium Tables published by Revenue 
Canada, Taxation, or contact your Dis- 
trict Taxation Office. 


The following information will assist you 
in completing #15. 


2 Commissions or 

| piece-work 
calculated on a 

| regular pay period 

basis 


When the employee is paid by piece-work 
Or commissions on a regular basis (e.g., 
bi-weekly, semi-monthly), complete #15 
on the ROE according to the instructions 
provided for the type of pay period in- 
volved. The same instructions apply on 
drawings that are paid on a regular basis 
where no periodic settlement of account 
is made. For details, see pages 8 to 17 of 
this guide. 

_ This applies only if the monies have 
been earned during the pay period other- 
Wise you must refer to the yearly rules to 
calculate the weeks of insurable employ- 
ment and insurable earnings (see next 
section). 


3 Earnings calculated 
on a yearly basis 


The following earnings are calculated on 
a yearly basis: 


=™ commissions paid at irregular intervals 


® a combination of drawings or regular 
salary and commissions 


= sums debited to drawing account at 
irregular intervals 


® piece-work when settled at irregular 
intervals 


® remuneration paid to an individual em- 
ployed under a contract of service for 
52 consecutive weeks, when the pay- 
ments do not extend over the entire 
period and are paid in other than 10 or 
22 payments 


These earnings are considered insura- 
ble on the basis of a calendar year. Remit- 
tance of UI premiums begins with the first 
dollar up to the yearly maximum insura- 
ble earnings. In 1991, the maximum year- 
ly insurable earnings is $35,360. When the 
regular UI premium tables do not apply, 
contact your RCT District Office for in- 
structions on deducting UI premiums. 

This system of calculating insurable 
earnings and weeks of insurable employ- 
ment has been devised to accommodate 
employees with fluctuating incomes. It 
permits a fairer appraisal of the em- 
ployee’s income and could increase the 
worker’s entitlement to UI benefits. 

For example, a real estate agent may 
only receive two $5,000 commissions in 
a year. If we applied the normal pay peri- 
od rules, this employee would only be in- 
sured for two weeks, at $680 per week, 
the weekly maximum in 1991. However, 
if we average the income, by dividing the 
yearly gross income ($10,000) by 52, the 
employee would have 52 weeks of insura- 
ble employment at $192.31 per week. As 
the minimum weekly insurability require- 
ments are met, the weeks and earnings are 
insurable. 

The following formula is applied to 
obtain the average weekly earnings. 


Total gross earnings* 
(in each calendar year) — average weekly 


Number of weeks of work ©@/NINgs 
(in each calendar year) 


*Including vacation pay, severence pay, etc. 
g 


4 When less than 
a full year of work 
is involved 


If an employee begins to work after the 
start of a calendar year or leaves his job 
before the end of the year, make a 
proportional adjustment to the maximum 
yearly insurable earnings. 

You will obtain this adjusted yearly in- 
surable earnings by multiplying the week- 
ly maximum earnings by the number of 
weeks the employee worked continuous- 
ly during that calendar year. For exam- 
ple, an employee working September 11, 
1990 to March 8, 1991, could have 16 
weeks of insurable earnings in 1990 with 
maximum insurable earnings of $10,240 
(16 x $640 or 16/52 x $33,280) and 10 
weeks of insurable employment in 1991 
with maximum insurable earnings of 
$6,800 (10 x $680 or 10/52 x $35,360). 


5 Reduction in the 
maximum yearly 
insurable earnings 
because of a leave 
without pay 


When an employee is on leave of absence 
and is not receiving earnings from the em- 
ployer for a period of one week or more, 
the maximum insurable earnings for the 
year is determined by subtracting from 
the maximum yearly insurable earnings, 
the maximum weekly insurable earnings 
multiplied by the number of weeks in the 
period of leave. 

For example, an employee worked 
10 weeks and then was absent without 
pay for one week because of illness. He 
returned to work for three weeks, then 
quit. Only 13 of the 14 weeks will be con- 
sidered as weeks of insurable employment 
in order to calculate the yearly insurable 
earnings. 

For information on how to allocate in- 
surable earnings and calculate the premi- 
ums payable, please contact your nearest 
RCT District Office. 
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#8 


#14 


#15 


#22 


Completion of the 
ROE for an employee 
whose earnings are 
calculated on a 
yearly basis 


Pay period type: enter ‘‘weekly 
(yearly basis)’ on the ROE. 


Final pay period ending date: enter 
date of the Saturday of the calendar 
week in which the employment 
stopped. 


Insurable earnings by pay period: 
enter the average weekly insurable 
earnings for the last 20 weeks of in- 
surable employment or less if the em- 
ployee worked a shorter period. If 
the period covers two calendar years, 
please calculate the average insura- 
ble earnings for each calendar year, 
that is the insurable earnings divid- 
ed by the number of calendar weeks 
of insurable employment. 


Comments section: Describe in this 
section the type of payments (e.g., 
combination of salary and commis- 
sion, commission paid at irregular 
intervals). 


The following chart will help you determine weeks of insurable 


employment and insurable earnings: 


Yearly basis (under 52 week contract) 
Earnings calculated on a yearly basis 


Was the employee under a contract of service for the entire calendar year? 


Yes 


ne 


Did the employee earn 
at least $7072 
($136 x 52 weeks) and 
not take a leave of absence 
for any full calendar week 
without pay? 


Did the employee’s earnings 
average at least $136 for each 
calendar week of the contract of 
service excluding any weeks the 
employee was on a leave of 
absence without pay? 


J 
Yes No 


No | Yes | 


L 


any of these calendar weeks? 


Did the employee work for 15 hours or more in 


Yes 


latioids 


[ Unless there is 


Each calendar week is 
insurable at the weekly average 
up to a maximum of $680. 


evidence that the 


employee did not work 
at least 15 hours in 
any week, each week 

is a week of insurable 


No weeks of insurable 
employment. 

No insurable earnings 
for the year. 


employment. Contact 
your District Taxation 
Office for a ruling 
if you are uncertain 
about the insurability 
of these weeks. 


52 weeks of insurable 
employment. 
Insurable earnings at the 
weekly average up to a 
maximum of $680. 


mw First day worked December 1, 1989. 
Resigned February 15, 1991. 


m This worker was engaged as a commis- 
sioned salesperson with payments made 
at irregular intervals and UI premiums 
deducted on a yearly basis. 


m In 1990, the employer had deducted the 
maximum yearly UI contributions by 
October 31. On that date, the total 
earnings were $35,720, an amount ex- 
ceeding the maximum insurable earn- 
ings for 1990 ($33,280). 


a In 1991, the employer would have 
deducted the maximum yearly UI con- 
tributions by February 1, 1991. On that 
date, the total earnings met the maxi- 
mum insurable earnings’ of 
$35,360 for 1991. 


The Record of Employment should t 
completed as follows. 


As the employee resigned on Febru 
ary 15, 1991, the employer must adju’ 
the maximum insurable earnings fc, 
1991 to $4,760 (7 weeks x $680). 
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kJ EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE LEMPLOYE(E) 


- 


La: 


Ey A - OCCUPATION / PROFESSION 


apa CODE / CODE POSTAL 


i PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 


LEB STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P-P., RECORD THE FULL 


PP., IN WHICH THE 20th WEEK FALLS. 


HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P-P., COCHER ICI ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A. 
PAY PERIOD PAY PERIOD PAY PERIOD] PAY PERIOD 
INSURABLE, EARNINGS INSURABLE EARNINGS INSURABLE EARNINGS INSURABLE EARNINGS 
REMUNERATION ad Aaah REMUNERATION Beane REMUNERATION Eo ape: REMUNERATION Pe one 
ASSURABLE ASSURABLE ASSURABLE ASSURABLE 
DE PAYE DE PAYE DE PAYE DE PAYE 
Ca i 


IF THE Leal EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P.. CHECK 


VW, EKLY (YEARLY BASIS 


uke} SOCIAL INSURANCE N° DASSURANCE SOCIALE 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


URE PREMIUMS PAYABLE UP TO 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU AU 


1 


Ba FINAL PAY PERIOD ENDING DATE 
DATE DE LAFIN DE LA DERNIERE 
PERIODE DE PAYE 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P-P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 
SUELS ET CEUX COMPTANT 13 P.P.. CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 20€ SEMAINE. 
S1 LA REMUNERATION ASSURABLE A er leds AU MAXIMUM AU 


TOTAL (ROUND TO THE NEAREST DOLLAR) 
TOTAL (ARRONDIR AU DOLLAR PRES) 


Example 

Date Amount of 
commissions commissions 
paid paid 


ee eee 


640:00 


: ia 640.00 


LS INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 


WHICHEVERIS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES SE- 
MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU , 


690:00 


Special note _ 


If the average weekly insurable 
earnings are below the minimum in- 
surable earnings $136 in 1991 or — 
$128 in 1990, no week of em- | 
ployment would be insurable — 


unless the worker or the employ- — 


: er could prove the employee — 
worked at least 15 hours or more 


__in any one calendar week. In this. 


case, each calendar week the em- 


ployee worked at least 15 hours 
would be a week of insurable em- 
ployment. — 


January 19, 1990 $ 6500 ‘ 

March 2, 1990 5220 

March 30, 1990 9500 ‘ : 
July 4, 1990 8520 ‘ 

October 31, 1990 5980 

1990 Total $35720 

Date Amount of 

commissions commissions 

paid paid 


a Ss Se SE 


Contact your local District Taxation 
Office if you are uncertain whether the 


worker was in insurable employment for 


all or any of the weeks employed. 


January 4, 1991 __$18000 } ee . 
January 18, 1991 10900 we 
February 1, 1991 6460 : f 
February 22, 1991 7100 


1991 Total $42460 
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7 Commissions paid — 
after termination 
of employment 


The final payment of commissions or 
other monies such as a bonus or vacation 
pay may be paid after the initial ROE is 
issued. 

These monies must be added to the 
gross earnings of the last year of employ- 
ment and the insurable earnings calculat- 
ed again. As the amended insurable 
earnings will be greater than the insura- 
ble earnings reported on the initial ROE 
(except when the insurable earnings were 
already at a maximum of $680), an 
amended ROE must be issued. This 
amended ROE must be completed in its 
entirety and distributed according to the 
instructions in Part 2. 


8 Individuals with 10 or 
22 pay periods in a 
year employed under 
annual contracts 
where services are 
not performed for 
the entire 52 weeks. 


Such individuals may be full time 
teachers, professional athletes, marine 
captains and chief engineers for inland 
waters. 

The following charts provide the mini- 
mum hours, the minimum and maximum 
insurable earnings and the equivalent 
weeks of insurable employment for these 
pay periods. 


Earnings 


Pay periods minimum 
1991 or earnings from 


maximum 


equivalent | 
$ weeks | 


410 7 78 hours 


— 22 ~~ 4: _ 35 hours 


302.54 


2 35 hours 


These charts are applicable only if an em- 
ployee remains in an ‘‘employed”’ status 
under contract for the full 52 week peri- 
od. If an employee quits or takes leave 
of absence without pay, you must calcu- 
late the weeks and earnings of insurable 
employment on a calendar week basis 
(refer to chart on page 22 except for 
teachers, see pages 25, 26 and 27). 
When a worker employed under a 
52 week contract has no layoff or sepa- 
ration from employment (although there 
is anon-work period) and is paid for the 
full duration of the contract, there is no 
need to issue an ROE unless the Commis- 
sion requests one. If however, the con- 
tract is not renewed, an ROE must be 
issued and must be completed as follows: 


#8 Pay period type: enter ‘‘10 pay peri- 
ods’’ or ‘‘22 pay periods.”’ 


#11 First day worked: enter the starting 
date of the contract. 


#12 Last day worked: enter the last day 
the employee performed services. 


#13 UI premiums payable up to: enter 
the last day of the contract. 


#14 Final pay period ending date: enter 
the date of the last payment. 


#15 Insurable earnings by pay period: 
make one entry for the insurable 
earnings in each of the pay periods 
that cover the last 20 weeks of in- 
surable employment. 


For 10 pay periods: One payment is 
equal to 5.2 weeks (52 + 10 = 5.2) and 
the maximum insurable earnings for 
5:2, weeks 215, °$3,536, (5°2 5479680 j,— 
$3,536). Beginning with the most recent 
pay period, enter the insurable earnings 
for three pay periods and 5.2 in the cor- 
responding pay period exception blocks 
(30522 815 Oh 


3536.00 | 52 | 
1607.27 | 2.36 | 


——_—_— 


Pay periods minimum maximum | equivalent }« 
1990 or earnings from 7 weeks 

10 | 665.60 78 hours 3328.00 : : 

1512.72 23 : 


In block 4, enter the insurable earnings 
for 4.4 weeks (20 — 15.6 = 4.4). To cal- 
culate this figure take 85 % of the insura- 
ble earnings of the fourth last pay period 
(4.4 is 85% of 5.2). Show 4.4 in the pay 
period exception block. 

For example, an employee received 
$2,000 per pay period. Number 15 would 
have three entries at $2,000 with 5.2 in the 
Pay Period Exception column, and oneé 
entry at $1,700 with 4.4 in the Pay Peri: 
od Exception column (85% x $2,000 = 
$1,700). | 


For 22 pay periods: One payment is 
equal to 2.36 weeks (52 + 22 = 2.36) anc 
the maximum insurable earnings for 2.36 
weeks is $1,604.80 (2.36 x $680 = 
$1,604.80). Beginning with the mos’ 
recent pay period enter the insurable earn 
ings for eight full pay periods and 2.3¢ 
in the corresponding pay period exceptior 
blocks (8 x 2.36 = 18.88). In P.P. block 
9 enter the insurable earnings fo! 
1.12 weeks (20 — 18.88 = 1.12). Tq 
obtain the insurable earnings for the las! 
entry, calculate 47% of the insurabli 
earnings of the ninth last pay period (1.1: j 
is 47% of 2.36). 

For example, an employee received 
$1,000 per pay period. Number 15 wouk 
show eight entries at $1,000 with 2.36 1) 
the Pay Period Exception column, ani| 
one entry at $470 with 1.12 in the Pa 
Period Exception column (47% x $1, 00 

= $470). 
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Interruption of 
earnings during an 
annual contract 
when paid 10 or 
22 times a year 


ce) 


If an employee quits or takes a leave of 
absence without pay prior to the end of 
the contract year, it is necessary to recal- 
culate the weeks of insurable employment 
and insurable earnings on a calendar week 
basis by determining the number of weeks 
“employed’’ during the contract year. 

A recalculation is required as the em- 
ployee will not be ‘‘employed’’ for 
52 weeks and thus will not have 52 weeks 
of insurable employment. 

Count the number of calendar weeks 
““employed”’ from the starting date of the 
contract to the date of the interruption 
of earnings. If the employee is receiving 
payments for sick, maternity or paterni- 
ty leave, this interruption of earnings will 
not occur until these payments fall below 
60 per cent of the normal weekly insura- 
ble earnings. Then divide the earnings 
received by the number of weeks ‘‘em- 
ployed’’ to obtain the weekly insurable 
earnings. 

If the employee worked for you dur- 
ing the previous contract year, the Record 
of Employment will contain data from 
the previous contract year as the ROE 
must cover the last 52 weeks. 


The Record of Employment is to be 
completed as follows: 


#8 Pay period type: show ‘‘weekly”’. 


#11 First day worked: enter the starting 
date of the contract (if the employee 
worked for you during the previous 
contract year, enter the starting date 
of the previous contract). 


#12 Last day worked: enter the last day 
the employee performed services for 
you. 


#13 UI premiums payable up to: this will 
normally be the same as the last day 
worked. Please refer to #13 of Part 2 
of the guide. 


#14 Final pay period ending date: enter 
the date of the Saturday of the week 
in which the interruption of earnings 
occurred. 


#15 Insurable earnings by pay period: for 
the last 20 weeks of insurable em- 
ployment. 


As the weekly insurable earnings are the 
same for each pay period covered by the 
last contract, just write the amount in the 
first and last entry covering the period 
and draw a line through the blocks in- 
between. 

If the last 20 weeks cover a period from 
the previous contract year, you will have 
to determine the number of insurable 
weeks required from the old contract and 
calculate the corresponding insurable 
earnings. The 20th week may not coin- 
cide with the end of a complete pay peri- 
od. To determine the insurable earnings 
for the 20th week (the last entry), calcu- 
late the portion of the insurable earnings 
in the pay period in which the 20th week 
falls. 

For example, an employee was em- 
ployed only 18 weeks during the last con- 
tract year. In the previous contract year 
the employee was paid 10 times a year 
with each pay period equal to 5.2 weeks. 
As two weeks of insurable earnings are 
to be shown in the last entry, calculate the 
insurable earnings as follows: (2 weeks + 
5.2 weeks) X insurable earnings of the 
pay period represented by the 5.2 weeks. 

The last entry will show 2 in the Pay 
Period Exception column. 

The formula to use for the 20th week, 
whether the 20th week is to be obtained 
from a 10 pay period or a 22 pay period 
is as follows: 


X Insurable earnings 
of that pay period 


# of weeks required 
# of weeks represented 
by the pay period 


#22 Comments section: if in #15 you 
have included a period from the 
previous contract year, indicate the 
previous pay period type (e.g., 
10 pay periods) and the previous 
contract ending date. 


Interruption of 
earnings during 
annual contract: 
teachers 


10 


The following are general statements 
only, due to the variety of contracts for 
teachers (i.e., weekly, monthly). If you 
are uncertain about the weeks of insura- 
ble employment or insurable earnings, 
please contact your RCT District Office. 


_ Teachers employed in New- 
_ foundland, New Brunswick, 
Prince Edward Island, Québec, 
Saskatchewan and British 
Columbia have a contract of 
service from July 1 to June 30. 


When a teacher in one of these provinces 
has an interruption of earnings due to the 
termination of the contract or the grant- 
ing of unpaid leave during the teaching 
period, the total weeks of insurable em- 
ployment is based on the earnings 
received as a proportion of the annual 
salary. 


Earnings from start of 


contract to interruption Weeks of 
of earnings X 52 = insurable 
Total annual salary employment 


For example, a teacher’s annual salary 
is $44,950. The teacher stops work De- 
cember 31 and has been paid $22,475. 
The number of weeks of insurable 
employment are calculated like this: 


$22,475 X 52 = 26 weeks of insurable 
$44,950 employment (if the 

number of insurable 
weeks is a fraction, 
such as 26 1/3, then 
it should be rounded 
up to the next whole 
number, 27). 


To calculate the weekly insurable earn- 
ings, divide the salary received by the 
number of weeks of insurable employ- 
ment calculated according to the formu- 
la noted above. 


Dee eee eee eee eee ee TE 


Teachers’ contacts in 1 Nonhwert 
Territories, Ontario, — Manitoba 
and Alberta run from Sorlone 
- 1 to peaee 31. 


When a teacher quits, is laid-off, is dis- 
missed or takes an unpaid leave of ab- 
sence during the teaching period, the 
weeks of insurable employment will be 
the number of full and partial calendar 
weeks between the starting date of the 
contract and the date the contract is ter- 
minated or the teacher commences unpaid 
leave. 

If the contract is terminated or the 
teacher asks for an ROE for maternity, 
paternity or adoption leave during the 
non-teaching period, the weeks of insura- 
ble employment will be the number of full 
and partial calendar weeks between the 
starting date of the contract and the date 
the contract is terminated or the date the 
leave of absence commences. 


Teachers’ ‘contracts in Nova 
Scotia run from segue y to 
a 31. . 


If a teacher quits, is laid-off, is dismissed 
or takes an unpaid leave of absence dur- 
ing the teaching period, the weeks of in- 
surable employment will be the number 
of full and partial calendar weeks between 
the starting date of the contract and the 
date the contract is terminated or the 
teacher commences unpaid leave. 

The weekly insurable earnings would be 
determined by taking the total remuner- 
ation paid for the part contract year and 
dividing by the number of full and par- 
tial weeks employed within that contract 
year. If the average exceeds the maximum 
weekly insurable earnings, enter only the 
maximum weekly amount for the calen- 
dar year in which the monies are paid. 

If the contract is terminated or the 
teacher asks for an ROE due to materni- 
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ty, paternity or adoption leave during the 
non-teaching period in July, and he/she 
has taught the full period, the weeks of 
insurable employment will be the number 
of full and partial calendar weeks between 
the starting date of the contract and the 
date the contract terminated or the date 
the leave of absence commences. 
When a teacher asks for an ROE due 
to maternity, paternity or adoption leave 
during the non-teaching period in August, 
and has not yet taught during the current 
contract, report only the weeks of insura- 
ble employment up to July 31. 


1 1 Completing the ROE 


The Record of Employment is to be com- 
pleted as follows whether the interruption 
of earnings occurs during or at the enc 
of the contract year. 


#8 Pay period type: If the ROE covers 
only part of the contract year, please 
contact your local CEC or the ROE 
advisor serving your area for details. 

If the ROE covers a complete con: 
tract year, enter your pay perioc 
type, ‘‘bi-weekly, monthly, etc.”’ | 


#11 First day worked: enter the starting 
date of the contract. If the employer 
has been continuously employed by 
you since the previous contract year 
enter the starting date of the previ 
ous contract. 


#12 Last day worked: show the last day 
the teacher taught. 


#13 UI premiums payable up to: ente 
the date the contract terminated o 
the date before the leave without pa’ 
commenced, whichever is applicable 
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#14 Final pay period ending date: if the 
ROE covers only part of the contract 
year, contact your local CEC or the 
ROE advisor serving your area for 
details. If the ROE covers a complete 
contract year, enter the ending date 
of the final pay period for the year. 
For example, if the last day worked 
was June 26, but the final pay peri- 
od ends June 30, enter June 30. 


#15 How this will be completed depends 
on the method used to calculate the 
insurable earnings. 

If the ROE covers only part of the 
contract year, contact your local 
CEC or the ROE advisor serving 
your area for details. 

If the ROE covers a complete con- 
tract year, refer to the instructions 
for your pay period type (see Part 2, 
#15). 

When the insurable earnings are 
the same for each pay period, just 
write the amount in the first and last 
entry and draw a line through the 
blocks in between. If the insurable 
earnings in each pay period are at the 
maximum level, just check the block 
and enter the total in #15A. 

If the 20th week does not coincide 
with the end of a complete pay peri- 
od, you may have to calculate the 
portion of the insurable earnings in 
the pay period in which the 20th 
week falls. Please refer to the instruc- 
tions for the appropriate pay period 
type in this guide (e.g., Part 3 for 10 
or 22 pay periods, Part 2, #15 for 
other pay periods). 

#22 Comments section: If in #15 you 
have recorded earnings from the 
previous contract year, indicate the 
previous pay period type (e.g., 
10 pay periods) and the previous 
contract ending date. 


Part 3 27 


1 Daily payroll and 
other special groups 
Insurable earnings for employees paid on 
a daily basis must be calculated accord- 
ing to Revenue Canada Taxation instruc- 
tions. Please refer to their publications 
Canada Pension Plan Contribution and 
Unemployment Insurance Premium Ta- 
bles or, for Quebec employers, Unem- 
ployment Insurance Premium Tables. 

When insurable earnings have been cal- 
culated, complete #15 by following the in- 
structions for weekly pay periods (Part 2, 
#15). 

Special rules apply to workers such as 
barbers, hairdressers and taxi and pas- 
senger vehicle operators. If you are in any 
doubt about weeks of insurable employ- 
ment or insurable earnings, refer to the 
RCT publications mentioned above. Once 
you have determined the weekly earnings 
for these workers, follow the instructions 
for weekly pay periods (Part 2, #15). 


4 ©) Persons employed 
on board a ship 


For employers of persons employed on 
board a ship and covered by Canada 
Labour Code Regulations respecting the 
hours of work of employees engaged in 
shipping, please record in the Comments 
section of the ROE any outstanding 
balance of leave pay, the number of leave 
days/lay days which the employee has ac- 
crued but not taken (as days off) up to 
the date of layoff and the hourly wage. 
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The Record of Employment - 1991 


_What do we mean when we talk about: 
M@ insurable employment 
®@ insurable earnings 


We have prepared some general guide- 
lines that will explain these terms and 
make it easier for you to complete the 
Record of Employment. Under the UI 
Legislation, Revenue Canada Taxation 
(RCT) is the sole authority responsible for 
determining the insurable nature of any 
employment or earnings. The RCT pub- 
lication, Canada Pension Plan Contribu- 
tion and Unemployment Insurance 
Premium Tables will provide you with 
detailed information. Quebec residents 
should refer to Unemployment Insurance 
Premium Tables for Quebec employers. 
These publications have lists of telephone 
numbers (local and 1-800) of RCT Dis- 
trict Offices. 


1 insurable 
Employment 


Generally, most people working under a 
contract of service — that is, an 
employer-employee relationship — work 
in insurable employment. A contract of 
service usually exists when the employer 
has the right to control what work the 
employee does and how it will be done. 

Certain types of employment are not 
covered, even though there is an 
employer-employee relationship. For 
example, employees who earn an amount 
in cash which is less than the minimum 
weekly insurable earnings and are em- 
ployed less than 15 hours a week. The 
RCT publication gives you all the 
exceptions. 

Barbers, hairdressers, taxi and pas- 
senger vehicle operators and _fisher- 
men/women can be included in insurable 
employment, even though they may not 
be working under a contract of service. 
RCT has separate publications explaining 
coverage and insurable earnings for these 
workers. Ask your nearest Revenue Cana- 
da Taxation District Office for a copy of 
the publication you need: 


@ Fishermen and Unemployment 
Insurance 


@ Information for Taxi and Passenger 
Vehicle Operators — Unemployment 
Insurance Coverage 


@ Information for Barbers and 
Hairdressers — Unemployment Insur- 
ance Coverage 


2 Minimum insurability 
requirements in 
1991 


To be in insurable employment, an in- 
dividual who is paid weekly by the same 
employer, must either receive an amount 
in cash equal to 20 per cent of the maxi- 
mum weekly insurable earnings ($136 in 
1991) or must work at least 15 hours in 
a week. 

Once the employment is determined to 
be insurable, the insurable earnings can- 
not exceed the maximum for a weekly pay 
period ($680 in 1991). For example, if an 
employee earns $1,000 a week, only $680 
is insurable and thus must be reported on 
the ROE. 

In 1991, the minimum and maximum 
insurable earnings by pay period are as 


follows: 
Earnings in 1991 
[nina [ranma 


Pay period 


weekly 136.00 15 hours 


bi-weekly 


33 hours} 1473.33 
65 hours| 2946.67 
60 hours} 2720.00 | 


semi-monthly |294.67 


monthly 


13 pay periods | 544.00 
a year 


earnings : 
$ or from . 


30 hours} 1360.00 | 


In 1990, the minimum and maximum in- 
surable earnings were: 


[earings in 1990 | 
nina [rexmam) 

$ of trom 
128.00 15 hours 
bi-weekly 256.00 30 hours} 1280.00 : 
semi-monthly | 277.33 33 hours| 1386.66 | 
monthly 554.66 65 hours | 2773.33 | 


13 pay periods | 512.00 60 hours} 2560.00 : 
a year 


Pay period 


weekly 


Employees paid on a bi-weekly or on 
another multiple of a week basis may 
sometimes earn less than 20 per cent of 
the maximum earnings or work less than 
15 hours in one pay week* of the pay 
period. But as long as they had some 
earnings or worked in each pay week of 
the pay period and the total earnings or 
hours were at or above the minimum re- 
quired, the employment during the entire 
pay period would be insurable up to the 
applicable maximum insurable earnings. 


* A pay week is a period of seven consecutive 
days or any one of two or more such con- 
secutive periods, the last of which ends on 
the employer’s payroll ending date. This 
definition makes it possible to apply the rules 
on minimum insurability uniformly to all 
pay periods that are multiples of a week, 
whether or not the pay week is a calendar 
week. 


30 Part 4 
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For example: In a bi-weekly pay period, 
a person earned $90 in one week and $190 
the next, for a total of $280. The earn- 
ings for both weeks would be insurable 
because the minimum insurable earnings 
for a bi-weekly pay period ($272 in 1991) 
were met. 

Another example: If a person worked 
10 hours in one week and 20 hours the 
next, earnings for both weeks in the bi- 
weekly pay period would be insurable, up 
to the maximum, because the minimum 
hourly requirements (30 for a bi-weekly 
pay period) had been met. 

For those paid on semi-monthly or 
monthly basis, the entire pay period 
would be insurable up to the maximum 
as long as the worker had some earnings 
or worked in each calendar week and part 
week of the pay period and the total earn- 
ings or hours were at or above the mini- 
mum required. 


3 How insurable 
earnings are 

determined and how 

they are allocated 


Instructions on the determination and 
allocation of insurable earnings are con- 
tained in RCT’s publications Canada 
Pension Plan Contribution and Unem- 
ployment Insurance Premium Tables and 
Unemployment Insurance Premium 
Tables for Quebec employers. 

The following chart provides general 
guidance and may be used for reference, 
but you should direct specific questions 
to the RCT District Office. 


Allocation of earnings according to UI 
(Collection of Premiums) Regulations 


Type of Payment 


a Salary, wages 

a Commission/draw 

w Employer paid leave 
(vacation, sick, 
statutory holiday 
or other) 


Other earnings, e.g., 
overtime, retroactive in- 
crease, wages in lieu of | paid 
notice, vacation pay (no 
leave taken) 


Paid while working 


Allocate to the pay 
period in which it is 


Paid after layoff, 
termination or during 
unpaid leave 


Allocate to pay period for which it is paid 


Allocate to last pay 
period for which regular 
wages, salary or 
commissions were paid 


The Record of Employment - 1991 


In this chart: 


While working: means during the period 
that an employee is performing services 
or is on paid leave of absence (e.g.,. 
vacation or sick leave). 


Layoff: refers to a stoppage of work oc- 
curing when the employer/employee rela- 
tionship continues to exist although no 
work is performed and the employee is 
not on a period of leave without pay, 
maternity leave, paternity leave, adoption 
leave, sick leave without pay, etc. 


Termination: is defined as the complete 
severance of the contract of employment 
between the employee and the employer. 


Unpaid leave: refers to a leave of absence 
for which the employee receives no 
monies from his/her employer. 


Allocate to the pay period for which it 
is paid: means the payment will be insura- 
ble in the pay period during which the 
monies were earned or during which the 
work was performed. 


Allocate to the pay period in which it 
is paid: means the payment will be insura- 
ble in the pay period during which the pay 
cheque or payment is processed. 


Allocate to the last pay period: means 
include with the earnings for the last pay: 
period for which wages, salary or com- 
mission were paid. 
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Record of Employment advisors 
— information on the Record of Employment 


British Columbia - (Area Code 604) _ 


Burnaby 437-3761 
Campbell River 286-6212 
Chilliwack 792-1371 
Coquitlam 464-7144 
Courtenay 334-3151 
Cranbrook 489-4101 
Dawson Creek 782-5877 
Duncan 748-5231 
Kamloops 372-2515 
Kelowna 762-3018 
Langley 533-1201 
Matsqui 854-2700 
Nanaimo 754-0340 
Nelson 352-3155 
New Westminster 526-4511 
North Vancouver 988-1151 
Penticton 492-3848 
Port Alberni 724-0151 
Prince George 561-5200 
Prince Rupert 624-9671 
Regional H.Q. 666-0142 
Richmond 273-6431 
Saanich 727-6551 
Surrey 590-3346 
Terrace 635-7134 
Vancouver Centre 681-8253 
Vancouver East 291-1674 
Vancouver South 324-1142 
Vancouver West 732-1311 
Vernon 545-2125 
Victoria 363-3488 
Williams Lake 392-4184 
Vancouver Hot Line 666-3196 
(8:30 a.m. to 4:30 p.m.) 


Yukon Territory - (Area Code 403) _ 


Whitehorse 667-5050 
Alberta - (Area Code 403) 
Calgary 292-5125 
Camrose 672-5597 
Edmonton 495-4722 
Edson 723-3326 
Fort McMurray 743-2258 
Grande Prairie 532-4411 
Lethbridge 

Local calls 382-3132 


Long distance 1-800-561-3992 


Lloydminster (306) 825-6291 
Medicine Hat 528-6823 
Red Deer 341-7134 
St. Paul 645-2170 
Slave Lake 


849-8203 


Northwest Territories . by 
Yellowknife (403) 920-8405 
Saskatchewan - (Area Code 306) el 
Regina and local areas 780-5000 
All other Saskatchewan 


locations 1-800-667-7554 


Manitoba - (Area Code 204) 


Brandon 
Dauphin 

Flin Flon 
Morden 

Portage la Prairie 
Selkirk 
Steinbach 

The Pas 
Thompson 
Winnipeg Centre 
Winnipeg East 
Winnipeg West 
Winnipeg North 
Winnipeg South 
St. Boniface 
Other 


726-7743 
638-3711 
687-9229 
822-4491 
239-8412 
785-6219 
326-1371 
623-8716 
677-7118 
983-3094 
983-7208 
983-6128 
983-3237 
983-6664 
983-5812 
1-800-663-0983 


Ontario 

Brantford 

Hamilton (Local calls) 

Kitchener 

London 

St. Catharines 

Toronto 
(Serving the Toronto 
metropolitan area) 

Windsor 

All other Ontario 
locations (Excluding 
Area Code 807) 
Area Code 807 only 
(Call collect) 


(519) 756-6101 
(905) 572-2796 
(519) 571-5651 
(519) 645-5904 
(905) 688-3663 
(416) 954-8514 


(519) 971-6423 


1-800-263-8364 
(905) 572-2796 


Québec 
Alma 

Amos 

Baie Comeau 
Berthierville 
Brossard 
Cap-aux-Meules 
Causapscal 
Chambly 
Chandler 
Chateaugay 
Chicoutimi 
Cowansville 
Dolbeau 
Dorion 
Drummondville 
Gaspé 
Gatineau 
Granby 

Hull 

Joliette 
Jonquiére 

La Baie 
Lachute 

La Pocatiére 
La Sarre 
Laval 

Lévis 
Longueuil 
Magog 
Matane 
Mont-Laurier 
Montréal 


(418) 668-7981 
(819) 732-3231 
(418) 295-3600 
(514) 836-3793 
(514) 283-3450 
(418) 986-5415 
(418) 756-3464 
(514) 283-3450 
(418) 689-3381 
(514) 283-3450 
(418) 693-8870 
(514) 263-0505 
(418) 276-0633 
(514) 283-3450 
(819) 477-4150 
(418) 368-5517 
(819) 994-7151 
(514) 378-0171 
(819) 994-7151 
(514) 756-1094 
(418) 693-8870 
(418) 693-8870 
(514) 562-3791 
(418) 856-2041 
(819) 333-5444 
(514) 283-3450 
(418) 833-8200 
(514) 283-3450 
(819) 843-3361 
(418) 562-2876 
(819) 623-5811 
(514) 283-3450 


New Richmond 
Québec Métro 


(418) 392-4431 
(418) 648-7882 


Repentigny (514) 283-3450 
Rimouski (418) 722-3200 
Riviére du Loup (418) 862-9510 
Roberval (418) 275-0361 
Rouyn (819) 764-6711 
Sept-Iles (418) 962-5501 
Sherbrooke (819) 564-5830 
Sorel (514) 743-0051 


Ste-Anne-des-Monts 
St-Eustache 


(418) 763-3305 
(514) 283-3450 


St-Hubert (514) 283-3450 
St-Hyacinthe (514) 773-7481 
St-Jean (514) 283-3450 
St-Jér6me (514) 436-4230 
Ste-Agathe (819) 326-4300 


Ste-Thérése 
Terrebonne 
Thetford-Mines 
Trois-Riviéres 
Val d’Or 


(514) 283-3450 
(514) 283-3450 
(418) 335-2972 
(819) 379-6510 
(819) 825-5640 
Valleyfield (514) 373-6220 
Ville St-Georges (418) 228-8806 


New Brunswick - (Area Code 506) 


Bathurst 548-7458 
Campbellton 789-4543 
Edmundston 739-0223 
Fredericton 452-3624 
Moncton 851-6034 
Newcastle 627-2036 
Saint-John 636-4409 
Shediac 533-5008 
St. Stephen 465-2057 
Woodstock 325-3242 
Prince Edward Island - (Area Code 902) 
Charlottetown 566-7778 
Montague 838-3315 
Summerside 


888-6840 
Nova Scotia - (Area Code 902) 


Amherst 661-6623 
Antigonish 863-7024 
Bedford 426-1951 
Bridgewater 527-5553 
Dartmouth 426-2117 
Digby 245-4781 
Halifax 426-8061 
Kentville 679-5748 
New Glasgow 755-7838 
Port Hawkesbury 625-4103 
Sydney 564-7252 
Truro 893-0021 
Windsor 798-5701 
Yarmouth 742-0811 
Newfoundland and Labrador - (Area Code 709) 
Clarenville 466-3241 
Corner Brook 637-4206 
Gander 256-6517 
Grand Falls 292-5126 
Happy Valley 896-3324 
Harbour Grace 596-9148 
Marystown 279-1703 
St-John’s 772-6179 
Stephenville 643-5681 


If your questions do not pertain to completion of the Record of Employment, 
please contact your nearest Canada Employment Centre. 
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This guide gives you 


general information on 

the Record of Employment 
(ROE) and step-by-step help 
in its completion. 


| It will help you complete an ROE no matter what 
kind of pay period you use. 

If you require further information on the ROE, 
contact the ROE advisor serving your area or your 
nearest Canada Employment Centre (CEC). The 
location and telephone number of ROE advisors are 
listed on the opposite page. It may be possible to 
arrange for a personal visit to your premises or for 
your participation in a group ROE seminar. 

If you have questions regarding the insurability 
of employment or unemployment insurance 
premium deductions, please refer to the Employers’ 
Guide to Payroll Deductions or the Payroll Deduc- 
tions Tables (separate booklet for each province) 
published by Revenue Canada, Customs, Excise and 
Taxation (Revenue Canada), or contact your District 
Taxation Office. 


Produced by Public Affairs 
Human Resources Development 


For more information, 
contact your nearest 
Canada Employment Centre 


Printed in Canada 


This guide was prepared in co-operation with Revenue Canada 
Customs, Excise and Taxation (Revenue Canada). 
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5 Reduction in the maximum yearly 21 
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a leave without pay 

6 Completion of the ROE for 22 
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calculated on a yearly basis 
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8 Individuals with 10 or 22 pay 24 
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Page 
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What’s new in 1994? 


‘Interruption of earnings during 
annual contract: teachers’’ - 
Page 26 — has been changed. 
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Pay period Earnings in 1994 


minimum 


earnings 
$ oOo from 


weekly 15 hours 


maximum _ 


780.00 


bi-weekly 30 hours 


1560.00 


semi-monthly {338.00 33 hours 


1690.00 — 


monthly 65 hours 


3380.00 — 


1 3 pay periods | 624.00 60 hours 
a year 


A reminder 


Effective January 1991, employers 
have been required to deduct UI pre- 
miums for employees aged 65 and over 
in the same way as for all other 
employees. 


If you have any questions about UI 
premium remittances, or any other 
source deductions, place contact your 
nearest Revenue Canada _ District 
Taxation Office. 


Important information for 
employers who must reduce 
their workforce 


To remain competitive a company may 
have to restructure. This may mean 
that some reductions will have to be 
made to your workforce. In these 
cases, you may reach agreements 
with your employees as to who will 
stay, who will leave and what compen- 
sation will be offered to those who 
leave. 

To help employers and employees 
forced to go through this process, the 
Unemployment Insurance (UI) legisla- 
tion permits workers who agree to 
leave their jobs to preserve the jobs 
of co-workers to qualify for benefits. 

Further information on workforce 
reduction is available at Canada 
Employment Centres and in our 
pamphlet “Important Information for 
employers who must reduce their 
workforce’”’ (IN-101-09-93). 


3120.00 


« The minimum and maximum insurable earnings have changed 
effective January 1, 1994. 


Code K — Workforce reduction 

A workforce reduction is a process 
(a) that is initiated by the employer; 
(b) that has as its objective a perma- : 


nent reduction in the overall num- _ 


ber of employees; 
(c) that offers employees the option | 


to leave employment voluntarily; _ 


and 


(d) the elements of which, including 
the elements described in (a) to © 
(c), are documented by the — 
employer. 


You should indicate in the ROE com- 
ments section #22 “to preserve the 
job of a co-worker under a workforce 
reduction process”. 


Further information on Workforce 
Reduction is available at Canada 
Employment Centres and in our 
pamphlet Important Information for 
employers who must reduce their 
workforce (IN-101-09-93). 


Important message for 
employers with multiple 
payroll locations. 


Would you please ensure that all pay- - 
roll offices in your organization obtain 
a copy of the Employer guide — How 
to complete the Record of Employ- 
ment (IN 327-1-94) from each loca- 
tion’s nearest Canada Employment 
Centre. 


As a general rule 


A Record of Employment must be 
issued within 5 days following the last 
day worked. 


See particular situations on page 1. 
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_ Common questions 


Question: 


Answer: 


# How do I obtain a supply of Record of 
Employment forms? 


s Please see page 2 of this guide. ee 


“ Does the employee require the ROE to 
apply for UI benefits? 


= No. An employee should be encoura- 
ged to apply for UI benefits without 
delay. However processing of the 
employee’s claim will be delayed until 
the ROE is received. 


s Do I have to show vacation pay in 
block 17 if I have included it in pay 
period #1, block 15 of the ROE? 


= Yes. The gross amount of monies, like 
vacation pay or wages in lieu of notice, 
must always be shown in block 17 even 
if all, part or none of the amount is 
insurable. 


a What should I do if monies such as 
severance pay, vacation pay, retro- 
active pay increase are paid to an indi- 
vidual after termination of employment 
but were not reported on the ROE? 


= As these payments may have an effect 
on UI benefits, another ROE may be 
required. Contact the ROE advisor ser- 
ving your area or your local CEC for 
guidance concerning your particular 
case. 


= Can I change my pay period type, for 
example, from semi-monthly to weekly, 
without affecting the entries in blocks 
15 and 16? 


= The type of pay period used is entirely 
at the discretion of the employer. 

If an ROE covers two types of pay 
periods, the number of weeks of insu- 
rable employment and the amount of 
insurable earnings must be recorded in 
the same manner used for deducting UI 
premiums. 

If assistance is required to complete 
the ROE, please contact the ROE advi- 
sor serving your area or your local 
CEG: 


= When the pay period began in 1993 but 
ended in 1994, do I record the 1993 or 
1994 maximum insurable earnings on 
the ROE? 


. If the pay period extends into 1994, the 


1994 maximum ($780) must be used. If 
the pay period ended in 1993, and the 
payments were made in 1993, the insur- 
able earnings reported on the ROE 
should not exceed the 1993 maximum 
($745). However, if the payments were 
made in 1994, the 1994 maximum must 
be used. 


& What mould I do with void or cancel- 
led ROE forms? 


= Destroy the form(s) by hand or 
machine shredding. Make a note of the 
serial number(s) of those destroyed and 
retain with your payroll records. 


= Should monies put into an RRSP, GIC 
or other form of investment on behalf 
of an employee due to termination of 
employment be recorded on the ROE? 


@ Yes. All monies considered paid to the 
employee should be recorded on the 
ROE in #17C. 
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Part 1 1 


The Record of Employment 


(ROE) 


1 What is an ROE? 


The ROE is the form each employer must 
complete for every employee who stops 
working in insurable employment. 

Human Resources Development uses 
the employment history information on 
the ROE to decide if a person qualifies 
for UI benefits, what the benefit rate 
should be and how long a person is eligi- 
ble for these benefits. 

ROE information is also used to detect 
fraud and abuse of the UI program. 
Therefore you can understand that ac- 
curate ROE information is very impor- 
tant and will cut down on the number of 
follow-up phone calls from the Com- 
mission. 


2 When should you 
issue an ROE? 


Generally, an ROE must be issued within 
five calendar days of an employee’s in- 
terruption of earnings or the day you be- 
come aware of the interruption, 
whichever is later. 

To help you issue an ROE in time, if 
necessary, you may estimate the earnings 
of an employee’s final pay. (In such 
instances you may have to issue an 
amended ROE. The Commission will 
advise you if this is required.) 


An interruption of earnings occurs when 
one of two things happens: 


1) Following a period of employment, 

there is a layoff or separation from 
that employment lasting seven consecu- 
tive days, during which an employee per- 
forms no work and has no earnings from 
the employer. 

(Remuneration for a statutory holiday 
which occurs after the last day worked, 
old age pensions, military pensions and 
employment pensions are not considered 
as earnings for the purpose of determin- 
ing if there is an interruption of earnings.) 


2) When insured persons stop working 

because of illness, injury, quarantine, 
pregnancy or parental leave, and their 
weekly earnings (for example, paid sick 
leave) fall below 60 per cent of their 
normal weekly earnings from that 
employment. (Wage-loss indemnity pay- 
ments, whether insurable or not, are not 


considered earnings for the purpose of 
determining if there is an interruption of 
earnings.) 


Note: 


Reduced hours during a work 
week do not create an interruption 
of earnings other than in situations 
of illness, etc., as described in (2) 
above. 

Employees who regularly work a 
greater number of hours and ac- 
cordingly are on a scheduled leave 
of absence do not experience an 
interruption of earnings whether or 
not the leave is remunerated — for 
example, employees whose work 
patterns differ from the normal five 
days work/two days off, such as: 
four days on/four days off; seven 
days on/seven days off; 90 days 
on/30 days off; nine weeks 
on/three weeks off, etc. 


Layoff, dismissal or leave without pay 
Issue an ROE within five calendar days 
of the last day worked or within five 
calendar days after you learn of the in- 
terruption of earnings, whichever is later. 


Note: 


Employees on deferred salary 
leave do not experience an inter- 
ruption of earnings. Consequently, 
records of employment are not to 
be issued. 

Such arrangements for leave 
without pay as “4/5” plans must be 
approved by Revenue Canada in 
view of possible tax implications. 
Any questions related to this sub- 
ject matter should be referred to 
Revenue Canada. 


During a mass layoff (or as a result of 
a labour dispute) you may find it difficult 
to issue a large number of ROEs within 
the five-calendar-day time limit. If so, 
contact the ROE advisor serving your 
area or your local CEC. 
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Part time, temporary or casual workers 
For employees who work on a part-time 
or temporary basis throughout the year 
and have frequent interruptions of earn- 
ings, an ROE need not be issued each time 
there is an interruption of earnings. 
However, employers must be able to 
provide a list of the weeks of insurable 
employment and the insurable earnings 
for each period of employment if the 
Commission asks for it. In addition, an 
ROE must be issued within the five- 
calendar-day time limit when: 


m the employee is no longer on the 
employer’s active list; 


w the employee did not work for a period 
of 30 calendar days; 


@ it is requested by the Commission; or 


mw it is requested by the employee and an 
interruption of earnings has occured 
in the previous 52 weeks, or since the 
last ROE was issued, whichever is later. 


Change in company ownership 

If an employee continues to work without 
interruption following a change in owner- 
ship of a business, an ROE must be issued 
within the five-calendar-day time limit if 
it is requested by the employee or if the 
payroll records (covering the employment 
period prior to the change in company 
ownership) are not transferred to the new 
company. 

If the payroll records are transferred 
and the new employer agrees to issue 
ROEs for all employees covering the 52 
week period prior to any other interrup- 
tion of earnings which may occur, an 
ROE need not be issued at this time (un- 
less it is requested by the employee or the 
Commission). 

When the new business issues an ROE 
for an employee who continued working 
following a change in ownership, only 
one ROE is required. 


lliness, injury, quarantine, maternity or 
parental leave 

If the employee will not be receiving any 
payments from either the employer or a 
group insurance plan, the ROE must be 
issued within five calendar days after the 
employer learns that there has been an 
interruption of earnings. 


Paid sick leave 

For the employee who receives paid sick 
leave (paid by the employer using credits 
earned while working), an ROE should 
be issued when those payments stop or 
fall below 60 per cent of the employee’s 
normal weekly earnings, whichever occurs 
first. 


Wage-loss indemnity 

a) For the employee who receives pay- 
ments from a self-insured wage loss in- 
surance plan (income provided by the 
employer), the ROE must be issued 
within five calendar days of the last 
day of work or within five calendar 
days after the employer learns of the 
interruption of earnings, whichever is 
later. 


b 


— 


If the employee is receiving income 
during the period of absence through 
a third party (ie. an insurance compa- 
ny), the ROE must be issued within 
five calendar days of the last day 
worked or the last day for which UI 
premiums were payable, whichever is 
later. 

If you have questions concerning 
the insurability of your sick leave, dis- 
ability or group insurance plan, please 
contact your District Taxation Office. 


Note: 


Failure to issue an ROE within the 
time limit is a breach of Section 
105 of the UI Act. On conviction, 
the employer may be subject to a 
fine (of up to $2000.00) or im- 
prisonment (for a maximum of six 
months) or both. 


Records of 
Employment 


You can order blank ROEs by mail, tele- 
phone or in person from your local CEC. 

The Commission will need to know 
your employer account number, the 
registered name of your firm and your ad- 
dress. If someone from your firm is pick- 
ing up the forms, the person will be asked 
to show two pieces of identification (e.g., 
driver’s licence, SIN card, vehicle owner- 
ship) and sign the requisition form. You 
should keep a list of the serial numbers 
of the blank forms. If any forms are lost 
or stolen, tell the Commission at once, 
giving the serial numbers. 

ROEs are valuable documents. For this 
reason, the supply of these forms to em- 
ployers is controlled by the Commission. 
The serial numbers of ROEs issued to 
each employer are recorded by the CEC. 


3 How to obtain 


mw Accounting firms or payroll service 
bureaus who issue ROEs for other bus- 
inesses can obtain blank ROEs using 
their own employer account number. 
Many small businesses have their 
payrolls prepared by self-employed 
bookkeepers who don’t have an em- 
ployer number. To order ROEs, these 
bookkeepers must provide the Com- 
mission with the employer account 
number of a business for which they is- 
sue ROEs. 


Note: 


There is a special ROE form for 
self-employed fishermen called 
“‘Record of Employment Seasonal 
Fisherman/woman”’ which can be 
obtained from your local CEC. 
The ‘‘Employer guide How to 
complete the ROE: fisher- 
men/women’’ is also available and 
will help you in the completion of 
this form. 
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4 Void, surplus or 
obsolete Record of 
Employment forms 


Void forms 

Before destroying the void form(s) by 
hand or machine shredding, take note of 
the serial number(s) of those to be des- 
troyed and retain with your payroll 
records. 


Surplus forms 
Unused ROEs should be returned to your 
local CEC. 


Obsolete forms 
Please do not use obsolete forms. 

The following obsolete forms should be 
destroyed: Separation Certificate (UIC 
11-64) and the long, green Record of Em- 
ployment form (UIC 11-03). The Com- 
mission cannot process these forms 
because they do not give enough infor- 
mation for our current system. Use only 
the 10’? X 11’? Record of Employment 
form INS 2106 or EMP 2106. 


5 Protecting 
the employee’s 
privacy 
Information collected on the ROE can be 
used in the administration of the employ- 
ment and benefit programs of Human 
Resources Development. 

It is collected by the Commission un- 
der the authority of the Unemployment 
Insurance Act. The employee to whom 
the information relates has access to the 
Commission’s copy on request. 


e) Ul, you and 

your employees 
As an employer, you have an important 
stake in how the UI program works. 

You pay premiums to the UI Account 
— 1.4 times the employee’s premium for 
each of your employees. 

Like you, your employees also have an 
interest in the UI program. Workers face 
the possibility of unemployment at some 
time in their lives because of a shortage 
of work, illness, pregnancy, adoption of 
a child or retirement. 

We have publications covering every- 
thing from general rights and obligations 
of claimants to special UI benefits. The 
following publications answer most 
employees’ questions about regular and 
special UI benefits: 


=u Unemployment Insurance 
Regular Benefits (IN 021) 


= Unemployment Insurance 
Special Benefits 
Maternity-Parental-Sickness 
(IN 018) 


= UI and your earnings (IN 403) 


= How to complete the application for 
benefits (IN 418) 


= Unemployment Insurance — Employ- 
ers — Make the program work for you 
(IN 019) 


Why not contact your local CEC and ask 
for copies of these publications for your 
employees or write to: 


Human Resources Development 
Public Affairs 

Public Enquiries Centre 
Ottawa-Hull 

K1A OJ9 


7 Did you know? 


The Commission’s ROE copy (blue) is 
used to maintain the integrity of the UI 
Account. The information on this copy 
is used to identify incorrect UI benefit 
payments. 

In general, the cost of the UI program 
is reduced by some $97 million a year 
through this audit activity. For this 
reason, it is important that the Commis- 
sion’s ROE copy be forwarded promptly 
to the Commission. 

There are two major programs that em- 
ployers can join to assist in preventing the 
incorrect payment of UI benefits and, at 
the same time, to reduce the administra- 
tive burden associated with the ROE: 


= Employers with computerized payroll 
systems can, subject to certain conditions, 
participate in the Automated Earnings 
Reporting System. This system generally 
eliminates the need for subsequent writ- 
ten payroll information requests from the 
Commission. 


= The Report On Hirings program al- 
lows the Commission to detect, more 
promptly, cases of unreported earnings. 
Some 70,000 employers are already par- 
ticipating in this program. 


Note: 


Please refer to Part 5. 


Should you wish more information about 
detection of incorrect payment of UI 
benefits, please contact your local CEC 
or write to: 


Director 

Control Programs Directorate 
Control Branch 

Human Resources Development 
140 Promenade du Portage 
Phase IV 

Ottawa-Hull 

K1A OJ9 
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CLATREVILLE, Ontario 
EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE LEMPLOYE(E) 


PROTECTED WHEN COMPLETED - PROTEGE UNE FO/S REMPLI -B 
Employment and Immigration Canada Emploi et Immigration Canada EMPLOYER: THE GUIDE - HOW TO COMPLETE THE RECORD OF EMPLOYMENT, PROVIDES DETAILED INSTRUCTIONS 
RECORD OF EMPLOYMENT (ROE) / RELEVE D’EMPLO! (RE) EMPLOYEUR: LE GUIDE - COMMENT REMPLIR LE RELEVE D’EMPLOI, FOURNIT DES INSTRUCTIONS PRECISES 
IF COMPLETING THIS FORM BY HAND, USE A PEN AND PRESS FIRMLY / S/ VOUS REMPLISSEZ LE FORMULAIRE A LA MAIN, UTILISEZ UN STYLO A BILLE ET BIEN APPUYER 


SERIAL NO. / N° DE SERIE ya SERIAL Dei OF RECORD AMENDED OR REPLACED EJ EMPLOYER'S PAYROLL REFERENCE NO. 
N° DE SERIE DU RELEVE MODIFIE OU REMPLACE N° DE REFERENCE DU REGISTRE DE PAYE DE LEMPLOYEUR 


EMPLOYER’S NAME AND ADDRESS / NOM ET ADRESSE DE LEMPLOYEUR REVENUE CANADA, TAXATION ACCT. NO. 


N° DE COMPTE A REVENU CANADA IMPOT 
EIC345678 
COMMUNICATION PREFERRED IN/COMMUNICATIONS DE PREFERENCE EN: 


100 Sandy Hill Road [sz] ENGLISH / acias —[_] FRENCH / FRANCAIS 


POSTAL CODE / CODE POSTAL PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 


KOA | _6H5 


Northfork Construction Ltd., 


SOCIAL INSURANCE NO. / N° 


123-456-789 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


he ica 
CAMA, Louise 
96 Beaton Lane 


LAST DAY WORKED 


FOSTERVILLE, Ontario KOA 8T9 PERNENSOURDE THAVAR 

Ul 
U.). PREMIUMS PAYABLE UP TO 
COTISATIONS D’'ASSURANCE-CHOMAGE 
PAYABLES JUSQU'AU 


A - OCCUPATION / PROFESSION 


Office Manager 


STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P-P., RECORD THE FULL 
P.P., IN WHICH THE 20th WEEK FALLS. 

IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P-P., CHECK 


HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. 


FINAL PAY PERIOD ENDING DATE 
DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 
SUELS ET CEUX COMPTANT 13 P.P.,, CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 20¢ SEMAINE. 
SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 


COURS DE CHAQUE P.P., COCHER ICI ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A. 


PAY PERIOD PAY PERIOD PAY PERIOD PAY PERIOD 
v> | "URREESRBN™ | EGER | on. | SHRARGESRINS® | BEEEIO® | o> [MREGRRESRINSS] Bowtie | nn | MSBARGEARINS | BERRY 
fi ASSURABLE DE PERIODE ¢ ASSURABLE DE PERIODE 4 ASSURABLE DE PERIODE ASSURABLE DE PERIODE 
DE PAYE DE PAYE DE PAYE DE PAYE 
: 780.00 il Z 1463.18 : 1463.18 Pa 1463.18 
° 1463.18 6 1463.18 7 1463.18 ra 1316.83 
9 1316.83 10 1316.83 11 658.41 1 
13 14 15 | | 
r is te 
apes bese Ae 
ce eT ROUND 10 THE NEAREST DOLLAR) INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 


TOTAL (ARRONDIR AU DOLLAR PRES) 


1 A sens WHICHEVERIS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- Be 2) 
$ (@) (0) MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


A - VACATION PAY / PAYE DE VACANCES 
D/J M 


¢ 437.18 wet 


PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIER 


Is gp ord pt 


C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 
Pension amount unknown 


£ PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
Y/A D/J M Y/A 


D/J M Y/A 


| $ 


PAYMENT 

START DATE 
DATE DE DEBUT 
DU PAIEMENT 


Canada 


x 
$ 243,87 Bonus ¢$ 800.00 Severance $ 15,118.90 
IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: Ryd YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
SI LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: E> ou NON SI NON, PRECISER A LA CASE “OBSERVATIONS” 
PAID SICK / MATERNITY / PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS 19 
(AFTER THE LAST DAY WORKED) REASON FOR ISSUING THIS ROE ENTER CODE 
CONGE DE MALADIE / MATERNITE / PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU RAISON DU PRESENT RELEV. b> INSCRIRE LE CODE G 


D'UN REGIME COLLECTIF D'ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) 


FOR FURTHER INFORMATION, CONTACT 
POUR PLUS DE RENSEIGNEMENTS, APPELER 


TELEPHONE / TELEPHONE 
D/J M Y/A 


WEEKS / DAYS AMOUNT 


| FOR 
SEM./JOURS MONTANT © 


POUR 


EXPECTED DATE 
OF RECALL 


D/J M Y/A 
DATE PREVUE NOT RETURNING 
DE RAPPEL | | RETOUR NON PREVU 


COMMENTS / OBSERVATIONS 


Pa | AM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
THAT ALL STATEMENTS ON THIS FORM ARE TRUE. 
JE RECONNAIS QUE JOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 
JATTESTE, PAR LEJPRYSENTEG, QYE TOUTES LES DECLARATIONS FAITES SUR CE 


FORMULAIRE SON. /DIQUE, / 


SIGNATURE OF ISSUER / SIGNATURE 


G. Greenwood 


UNKNOWN 
DATE NON CONNUE 


Be overance pay transferred to RRSP at 
employee's request. 


Contact: T i B. - NAME OF ISSUER (pl ) / NOM DU SIGNATAIRE ( en k iées) 
please print en lettres moulées, 
(613) 857-9380 Ext. 19 
PRY TELEPHONE NUMBER / NUMERO DE TELEPHONE |RXS D/J M Y/A 
MRC Is to {9380 | TS pate | 12,04 ,94 
INS 2106 (10-92) EF 
NOTE TO EMPLOYEE ALEMPLOYE(E) 
THIS IS A VALUABLE DOCUMENT. KEEP IT IN A SAFE PLACE. IF  /L S‘AG/T D'UN DOCUMENT PRECIEUX — CONSERVEZ-LE EN LIEU SOR. EMPLOYEE'S CO 


YOU INTEND TO FILE A CLAIM FOR UI BENEFITS YOU SHOULD 
DO SO IMMEDIATELY. THE REVERSE OF PART 2 CONTAINS 
IMPORTANT INFORMATION. 


SI VOUS COMPTEZ PRESENTER UNE DEMANDE DE PRESTATIONS, COPIE DE L’EMPLOYE(E) 
VEUILLEZ LE FAIRE IMMEDIATEMENT. D'IMPORTANTS RENSEIGNE- PART / PARTIE 
MENTS VOUS SONT FOURNIS AU VERSO DE LA PARTIE 2. 
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How to complete the 
Record of Employment 


This part of the guide takes you 
step-by-step through the ROE form 
(INS 2106 EF (11-89) or the INS 
2106 RE-P (11-89) EF). This will 
help you to complete each item cor- 
rectly. Remember that you are 
making four copies. If you are 
completing it by hand, use a ball- 
point pen and print firmly. You 
may use a typewriter if you wish. 
The form can also be completed by 
computer. 


Note: 


For instructions on how to com- 
plete previous versions of the 
ROE, please contact your ROE 
advisor. 


Common errors to avoid: 


Here we list the most common problems people have 
in completing the ROE and show you the solutions. 


Problem: Solution: 


m Reporting net earnings. m Report gross earnings (i.e., the actual 
amount before deductions are made) 
but only up to the pay period 


maximum. 


m Checking the block in #15 of the ROE w This block should only be ticked when 
when the total insurable earnings the insurable earnings are at a 
(#15A) is less than the maximum maximum for each pay period. 
amount for the number of weeks of 
insurable employment reported. 


a Not reporting the number of insurable = Remember to report the number of in- 
weeks. surable weeks in block #16. 


. Report the regular pay period ending 
date even if the employee had stopped 
working before that date. 


. Incorrect pay period ending date. 


= Count only weeks that meet the mini- 
mum insurability requirements. Be es- 
pecially careful when dealing with 
partial pay periods. 


= Mistakenly counting as weeks of in- 
surable employment, pay weeks which 
did not meet the minimum insurabili- 
ty requirements (ie., UI premiums were 
not payable). 


= Reporting earnings that are less than = Check the minimum and maximum 


the minimum or more than the maxi- 
mum insurable earnings in a pay 
period. 


levels for your pay period type. 

Do not report earnings below the 
minimum insurable earnings level un- 
less the employee worked the minimum 
hours in a pay period. (If this is the 
case, record the hourly rate of pay in 
#22 Comments section.) If earnings are 
above the maximum level do not show 
the actual earnings, but record only to 
the maximum level for your pay period 
type. 


# Incorrectly reporting 


Pay Period Exception. 


: Be careful to check whether each ROE 


entry in block 15 represents a complete 
pay period. If the employment was not 
insurable for the full pay period, enter 
the insurable earnings for each of the 
weeks or part weeks that were insura- 
ble, and a ‘‘1’’ in the Pay Period 
Exception column. 
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Note: 


The numbers used in this part 
correspond to the ones appear- 
ing on the regular ROE form. 


1 Serial No. 


Preprinted serial number of the form. 


2 Serial no. of 
Record of 
Employment 
amended or 
replaced 


You only need to make an entry here if 
you are completing an ROE to amend in- 
formation on one already issued, or to 
replace one. 

You must amend an ROE if you dis- 
cover errors after it has been released. 
When this happens, enter the serial num- 
ber of the ROE being replaced and com- 
plete the new form in its entirety. 

If an employee loses or misplaces the 
ROE and asks you for another, you may 
issue an amended ROE or you can pho- 
tocopy the one you kept with your pay- 
roll records (Employer’s copy — Part 4). 

You must countersign the photocopy 
and show a telephone number where the 
Government can reach you to confirm 
that the copy is valid. You will have to 
issue a new ROE if the Commission asks 
for it. 


3 Employer’s payroll 
reference number 


Use this space to record your file refer- 
ence such as payroll or badge number, if 
applicable. This will help you locate your 
file copy of the ROE if a Commission 
official contacts you to clarify the infor- 
mation reported on it. 


4 Employer’s name 
and address 


Enter the business name and address as 
used on your Tax Deduction — Canada 
Pension — Unemployment Insurance 
Remittance Return (Form PD7A - 
PD7AR). 


5 Employer account 
number 


Enter the same account number as used 
on your Tax Deduction — Canada Pen- 
sion — Unemployment Insurance Remit- 
tance Return (Form PD7A - PD7AR) to 
remit UI premiums for this employee. If 
you have a wage-loss plan registered with 
the Commission and you have two em- 
ployer account numbers, one for the 
reduced rate and one for the standard rate 
of UI premiums, it is important you enter 
the employer number under which the 
employee’s premiums are remitted. 


r Communication 
preferred in 


Check the appropriate block for the offi- 
cial language of your choice. 


7 Postal code 


Please type or clearly print the postal code 
of your business address. 


8 Pay period type 


Indicate the pay period type of the final 
regular pay period in which the interrup- 
tion of earnings occurred. 

The type of pay period may be one of 
the following: weekly, bi-weekly, semi- 
monthly, monthly or 13 pay periods a 
year. Any other type of pay period, such 
as annual contracts of service or commis- 
sion sales must be reported as stated in 
Part 3 pages 21 to 27. 

If the pay period type has changed dur- 
ing the period covered by the ROE, show 
the must recent pay period type in Block 
8 and in the Comments section, note the 
previous pay peiod type and indicate 


when the change occurred. If you are un- 
sure, please contact the ROE advisor serv- 
ing your area or your local CEC. 


9 Employee’s name 
and address 


Please enter the family name first, then 
full first name and initials. Please write 
this information clearly. Include the 
employee’s postal code, if known. 


Q A Occupation 


Give an accurate description of the em- 
ployee’s usual occupation (two or more 
words). For example: sales clerk, stock 
clerk, auto mechanic, construction 


labourer. 
Social Insurance 


1 0 Number (SIN) 


It is very important to enter the em- 
ployee’s correct SIN on an ROE. A claim 
for UI benefits cannot be processed 
without it. It is used to identify and locate 
a UI claim. 

Employers are responsible for ensuring 
all employees produce their SIN card wi- 
thin three days after the employee starts 
employment. The application form fora 
Social Insurance Number (SIN), availa- 
ble at Canada Employment Centres, pro- 
vides the necessary information. The 
employee should apply for a SIN at the 
nearest CEC. 

If a new employee has previously 
applied for a social insurance number but 
cannot locate the SIN card the same 
procedures as above will apply. 


1 1 First day worked 


Enter the actual day the employee started 
to work. 

If you do not know the actual first day 
worked and the employee has worked for 
you for more than two years, enter the 
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date exactly two years before the inter- 
ruption of earnings. 

If the employee has worked for you on 
several occasions, the date to be entered 
is the start of the most recent period in 
which the worker returned to work (that 
is, since you last issued an ROE to this 
person). 

When a change of business ownership 
has taken place and the payroll records 
were transferred and maintained by the 
new employer, the first day worked is the 
date the worker started work for the origi- 
nal company. If an ROE had been issued 
previously, the date to be entered is the 
date the employee returned to work. If 
the ROE is issued within 52 weeks of a 
change of ownership, please confirm the 
change and the effective date in the 
Comments section. 

When UI premiums were payable af- 
ter an interruption of earnings within the 
last 52 weeks (such as for a vacation peri- 
od, paid sick leave or for self-insured 
wage-loss insurance payments), enter the 
dates of the insurable weeks and the earn- 
ings in the Comments section. The insura- 
ble weeks are to be included in the total 
insurable weeks in #16. The insurable 
earnings should be entered in #15 if they 
fell within the last 20 insurable weeks. 


1 Last day 
worked 


Enter the actual last date the employee 
performed services. 


Ul premiums 


13 payable up to 


The date to be entered here is the last day 
for which you pay UI premiums for this 
employee. 

This is usually the date of the interrup- 
tion of earnings* and the same as the last 
day worked. 

When this date differs from the last day 
worked, briefly explain why in the Com- 
ments section (#22). 


The exceptions 


1) The last day for which UI premiums 
are payable will be before the last day 
worked when an employee has earnings 
that were not insurable in the last pay 
period of employment. For example: an 
employee may work full time up to April 
2 and part time between April 5 and April 
16, and not earn the minimum amount 
or work the minimum hours to be insura- 
ble from April 5 to April 16. UI premi- 
ums are payable up to April 2, not to the 
last day worked (April 16). You would 
enter April 2 in #13 and in #22 part-time 
between April 5 and April 16. 


2) The last day for which UI premiums 
are payable will be after the last day 
worked when an employee is laid off at 
the end of a paid vacation period, gets 
paid sick, maternity, parental leave, or 
workers compensation top-up payments 
that are insurable or is on paid pre- 
retirement leave. For example: an em- 
ployee’s last day worked was May 13, but 
he has a paid vacation period from 
May 16 to May 27. UI premiums are 
payable up to May 27. Enter May 27 in 
#13, and in #22 enter paid vacation peri- 
od from May 16 to May 27. 

Another example: an employee’s last 
day of work was May 14. From May 17 
to May 28, the employee received paid 
sick leave payments which were insura- 
ble. After May 28, these payments 
dropped below 60 per cent of his normal 
weekly earnings. In this case, enter May 
28 in #13 and enter sick leave in #22. 
3) With monthly and semi-monthly pay 
periods, the final pay period may end on 
Sunday which is a normal day of rest for 
the employee. If the contract of service 


* Please refer to Part 1, Paragraph 2: 


is considered to have ended on the last 
day of work (rather than the end of the 
pay period which extends into another 
week), the date of the last day worked will 
be shown in block 13 and the insurable 
earnings for the final pay period will be 
calculated and reported on a calendar 
week basis. However, if the contract of 
service is considered to end at the end of 
the monthly or semi-monthly period, then 
that date, i.e., the 15th or last day of the 
month will be entered in block 13. The 
insurable earnings will be calculated and 
reported accordingly. 


Note: 


If the paid sick leave payments are 
made after the date shown in #12, 
the date these payments would 
start, the number of weeks for 
which they are payable and the 
amount of the payments should be 
entered in #18. If these earnings 
fall below 60 per cent of the nor- 
mal weekly earnings and are still in- 
surable, they must be reported on 
the next ROE. 


4 Final pay period 
ending date 


Indicate the actual ending date of the fi- 
nal regular pay period in which the inter- 
ruption of earnings occurred. For 
example, if an employee who is paid on 
a weekly (Wednesday to Tuesday) basis 
left work on Friday, January 7, 1994, the 
final pay period ending date would be 
January 11, 1994. 

If the pay cycle has changed during the 
period covered by the ROE, this should 
be indicated in the Comments section. If 
you are unsure of the date to enter, please 
contact the ROE advisor serving your 
area or your local CEC. 
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15 Insurable earnings 
by pay period 


How you complete this part will depend 
on the type of pay period you use. 

When an employee’s earnings are at the 
maximum for each pay period to be 
reported on this ROE, and there are no 
pay period exceptions check the block 
provided (as explained in #15) and enter 
the total of insurable earnings for the pay 
periods in #15A. But before you enter the 
total remember to check to see if some of 
the 20 insurable weeks were in the previ- 
ous calendar year when the maximum was 
lower. 

When the employee’s earnings are be- 
low the maximum but are the same for 
a number of pay periods, you do not have 
to enter the amount for each one. Just 
write the amount in the first and last pay 
periods where the earnings are the same 
and draw lines through the blocks 
in-between. 

When the dollar value is less than the 
minimum for the pay period, but the em- 
ployee has met the minimum hourly re- 
quirement and the pay period is insurable, 
record the employee’s hourly rate of pay 
in the comments section #22 of the ROE. 


The first entry in #15 
The first entry should record the insura- 
ble earnings for the final (most recent) in- 
sured pay period. Be sure to include all 
the insurable earnings, eg., vacation pay, 
etc. reported in block #17. If you used an 
estimate to determine the amount of 
insurable earnings in the final pay period, 
include the term ‘‘est.’’ beside the 
amount. You will have to issue an amend- 
ed ROE with the exact amount if the 
employee or the Commission asks for it. 
Employers who want to report the end- 
ing date of each pay period may do so in 
the Pay Period Exception column. 
However, there is absolutely no obliga- 
tion to do this. If you choose to make this 
entry and you must also enter a figure 
‘*1”? in that column to indicate a pay peri- 
od exception please write the date above 
the figure. 


Note: 


Once you have entered the amount 
of insurable earnings, these figures 
must not be changed. If you make 
an incorrect entry, complete a new 
Record of Employment. The incor- 
rect ROE must be destroyed by 
hand or machine shredded. You 
should make a note of the serial 
numbers of any ROEs destroyed 
and retain these with your pay- 
roll records for the required six 
years. 


If, due to employer bankruptcy, 
receivership or financial difficulties, earn- 
ings were not paid, please contact your 
ROE advisor or your local CEC for 
guidance on completion of #15 and 16 on 
the Record of Employment. 

If an employee is paid by commission 
or piece-work on an irregular basis or if 
an employee is hired under an annual con- 
tract, refer to Part 3 of this guide (pages 
21 to 27). 

If an employee is paid by piece work 
or commissions on a regular pay period 
basis, follow the instructions for your pay 
period type which immediately follow this 
section. 

For instructions on how to complete 
block #15 by pay period, refer to the fol- 
lowing pages which cover weekly, bi- 
weekly, semi-monthly and monthly pay 
periods as well as 13 pay periods per year. 
Use the instructions which apply to your 
pay period. 
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Weekly pay period 

If the employee has had 20 or more weeks 
of insurable employment, make an entry 
in all 20 spaces, starting with the final in- 
surable pay period. If the employee had 
a week or weeks of employment that were 
not insurable, you will have to go back 
further than 20 weeks in your payroll 


Weekly pay period 


20 weeks of insurable employment, enter 
the insurable earnings for each week that 
was insurable. 

There are no entries in the Pay Period 
Exception column for weekly pay 
periods. 

Remember, to be insurable a week of 
employment must meet one of the mini- 


the maximum insurable earnings ($780 in 
1994). 


Note: 


Show dollars and cents for each 


records to obtain the 20 weeks of insura- ee 


ble earnings. If the employee has less than 


mum requirements shown in the table 
below. No entry should be greater than 


Weekly pay period table 
Minimum 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for this type of pay period. 


Weekly pay period 


Maximum 


Did employee earn at least $156.00 during the pay period? 
ceeatled xs E 
Yes No 

| 
Worked at least 15 hours in the pay week? 


Pay week not insurable. 
No insurable earnings. 


Yes 


One week of insurable 
employment. 
Insurable earnings up 
to a maximum of $780.00. 


LMI POSTAL CODE / CODE POSTAL [EMI PAY PERIOD TYPE / GENRE DE PERIODE DE PAVE 
WESkK 
EM EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE LEMPLOYE[E) [J SOCIAL INSURANCE NO. 7 W* DASSURANCE SOCIALE 
123-456-789 
11 D/y M Y/A 
FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 27 108 |91 
4 O// M Y/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 30 104 194 
USM |, PREMIUMS PAYABLE UP TO TE wi NA 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU'AU 30 104 |94 
A - OCCUPATION / PROFESSION LES FINAL PAY PERIOD ENDING DATE is bn Ve 
DATE DE LAFIN DE LA DERNIERE 
PERIODE DE PAYE 30 104 194 


15 


STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P.P., RECORD THE FULL 
P.P., IN WHICH THE 20th WEEK FALLS. 

IF THE torte EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P-P., CHECK 


EN COMMENGANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 
SUELS ET CEUX COMPTANT 13 P.P., CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 208 SEMAINE. 
SI LA REMUNERATION ASSURABLE A eet lee AU MAXIMUM AU 


HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P.P., COCHER /C/ ET INSCRIRE SEULEMENT LE TOTAL ALACASE 165A. 


“adeguesaron’> | EACERTON | on | “SuRamesamanes | BCEIOW | on, |MuRamiesanes | Ziczeron |», | MSuRamesamuncs | ceror 
ASSURABLE DE PAYE aes ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE 
780.00 AEGAN BE EE pile N28 te nnn OE 2788 SBCA tl 
718.35 ised 745200 || i ie Mer raeasy ur 718.35 ; 
718,35 oe Ue tees Seca a 
718.35 = 718.35 ic 718.35 hr cee os war 
653.85 BON PETS | ll fap ees. JESS aoe ae NPY Tao culmea 
718.35 718.35 695.49 695.49 


LEA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


A - VACATION PAY / PAYE DE VACANCES B- STATUTORY HOLIDAY PAY FOR / JOUA/S) FERIE(S) PAYE(S) POUR LE(S) 
D/J M Y/A D/J M Y/A 


g 816.38 [ip SPS eeninee |) Grey tanle 


C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: 


YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
SI LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE 


NON _ Si NON, PRECISER A LA CASE “OBSERVATIONS” 
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Bi-weekly pay period 


Bi-weekly pay period 
(earnings calculated and 
paid every two weeks) 


In a bi-weekly pay period there are two 
pay weeks. For example if the pay peri- 
od is the Ist to 14th, pay week one would 
be the lst to 7th and pay week two the 
8th to 14th. 

In this type of pay period, earnings are 
insurable for both weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($312 or 30 hours in 1994). 

When the earnings and hours worked 
in the complete pay period do not meet 
the minimums for this type of pay peri- 
od (see table), averaging the earnings over 
the bi-weekly pay period is not permitted. 
In these cases, determine the actual earn- 
ings and hours worked during each pay 
week of the pay period and apply the 
weekly minimums. If only one pay week 
meets the minimum requirements of $156 
or 15 hours, enter the figure ‘‘1’’ in the 
Pay Period Exception column and enter 
the insurable earnings for that week (up 
to the weekly maximum). 

For example, if the total hours and 
earnings for a bi-weekly pay period is 28 
hours and $206 (under the bi-weekly mini- 
mums) you would have to look at each 
pay week individually to see if either week 
met the minimum weekly requirements. 
In this example, the employee worked 20 
hours and earned $150 in the first pay 
week, while in the second pay week the 
person worked 8 hours and earned $56. 
Using the weekly minimums, the first pay 
week is insurable but the second pay week 
is not. Therefore the ROE entry for this 
bi-weekly pay period would be $150 in 


the insurable earnings column and ‘‘1”’ 
(representing the first pay week) in the 
‘‘Pay Period Exception’’ column. 

If the employee has had 20 or more 
weeks of insurable employment, you will 
have to record the earnings for at least 10 
pay periods, starting with the final pay 
period. More than 10 entries will be need- 
ed if one week in any pay period was not 
insurable. 

When an employee has more than 20 
weeks of insurable employment, the 20th 
week may not fall in a complete pay peri- 
od. If the insurable earnings for only one 
week are needed to cover the 20th week, 
the amount to be entered in #15 will be 


the total insurable earnings in the bi- 
weekly pay period divided by two. The 
figure ‘‘1’’ should be entered in the Pay 
Period Exception column. 

If the employee has less than 20 weeks 
of insurable employment, enter the in- 
surable earnings for each complete and 
partial pay period. 


Note: 


Show dollars and cents for each - 
pay period entry. . 


ee [pea 


Maximum 


1560.00 
1490.00 


The fauewind chart will rene you Welermine Were & insurable 
employment and insurable earnings in this type of pay period. 


Bi-weekly pay period 


af heal ] 
Did the person work 
or 


Did the person have 
earnings in each week of | 
the pay period? a 


Yes | 


= No | 


Did the person work 
at least 30 hours 

or Low 

Did the person have 

earnings of at least 
$312 in the pay 


Did the person work 
for at least 15 hours 


Did the person have 
| earnings of at least $156 
in either pay week? 


or 


period? 


“Yes 


Yes | 


Two weeks of One week of 
insurable insurable 
employment. employment. 
Insurable Insurable 
earnings up to earnings up to a 

a maximum maximum of $780. 
of $1560. | Show a ‘‘1’’ in 


Pay Period 
Exception column. 


Pay period 
not insurable. 
No insurable 
earnings. | 
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Bi-weekly pay period 


Umi POSTAL CODE / CODE POSTAL 


PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


U.l. PREMIUMS PAYABLE UP TO 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU’AU 


Ey A - OCCUPATION / PROFESSION FINAL PAY PERIOD ENDING DATE 
DATE DE LA FIN DE LA DERNIERE 


PERIODE DE PAYE 


STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P.P., RECORD THE FULL ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 
P.P., IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 P.P., CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 208 SEMAINE. 
IF THE eee EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P., CHECK $1 LA REMUNERATION ASSURABLE A See es AU MAXIMUM AU 


AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P.P., COCHER IC/ ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A. 
PAY PERIOD PAY PERIOD 


PAY PERIOD 


PAY PERIOD 


INSURABLE EARNINGS INSURABLE EARNINGS INSURABLE EARNINGS INSURABLE EARNINGS. 


REMUNERATION EXCERIION REMUNERATION PACERUON, REMUNERATION EXCERION REMUNERATION EXCEPTION 
DE PERIODE DE PERIODE DE PERIODE DE PERIODE 
ASSURABLE Seve ASSURABLE Doe ce ASSURABLE ASSURABLE ache 


UGH |NSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
WHICHEVERIS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- 
MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


UMA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


TOTAL (ROUND TO THE NEAREST DOLLAR) 
TOTAL (ARRONDIR AU DOLLAR PRES) 


A - VACATION PAY / PAYE DE VACANCES B- STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
O// M Y/A D/J M Y/A D/y M Y/A 


¢ 349.16 [S seb ita bevel Ss ember ete tae lg Ss: ee aaheleaead ¢ 


C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
S/ LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: NON _ SI NON, PRECISER A LA CASE “OBSERVATIONS” 
LEH PAID SICK / MATERNITY / PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS 
(AFTER THE LAST DAY WORKED) REASON FOR ISSUING THIS ROE ENTER CODE 
CONGE £E MALADIE / MATERNITE / PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU RAISON DU PRESENT RELEVI INSCRIRE LE CODE A 
D'UN REGIME COLLECTIF D'ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) = vee ue ct OMNC ET LCR e : Bek ney ieee cea fe lies as eee 
FOR FURTHER INFORMATION, CONTACT TELEPHONE / TELEPHONE 
POUR PLUS DE RENSEIGNEMENTS, APPELER 


PAYMENT 
START DATE 
DATE DE DEBUT 
DU PAIEMENT 


y4em EXPECTED DATE D/J M Y/A 
OF RECALL 
DATE PREVUE 
DE RAPPEL 


24 COMMENTS / OBSERVATIONS 


PP 5 — employee worked 20 hours at 


D// M Y/A 


FOR WEEKS / DAYS AMOUNT 
POUR _ SEM. / JOURS _MONTANT 


| AM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
THAT ALL STATEMENTS ON THIS FORM ARE TRUE. 

JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 
J'ATTESTE, PAR LES PRESENTES, QUE TOUTES LES DECLARATIONS FAITES SUR CE 
FORMULAIRE SONT VERIDIQUES. 


NOT RETURNING UNKNOWN 
RETOUR NON PREVU DATE NON CONNUE 


SIGNATURE OF ISSUER / SIGNATURE 


$7.00 hour. 


" NAME OF ISSUER (please print) / NOM DU SIGNATAIRE ( en lettres moulées) 
PEW TELEPHONE NUMBER / NUMERO DE TELEPHONE 


INS 2106 (10-92) EF 


NOTE TO EMPLOYEE ALEMPLOYE/E) 
THIS IS A VALUABLE DOCUMENT. KEEP IT IN A SAFE PLACE. IF iL S‘AG/T D'UN DOCUMENT PRECIEUX — CONSERVEZ-LE EN LIEU SOR. EMPLOYEE'S C! 
aon YOU INTEND TO FILE A CLAIM FOR UI BENEFITS YOU SHOULD S/ VOUS COMPTEZ PRESENTER UNE DEMANDE DE PRESTATIONS, COPIE DE L'EMPLOYE(E) 
ad a DO SO IMMEDIATELY. THE REVERSE OF PART 2 CONTAINS VEU/LLEZ LE FAIRE IMMEDIATEMENT. D’IMPORTANTS RENSEIGNE- PART / PARTIE 
IMPORTANT INFORMATION. MENTS VOUS SONT FOURNIS AU VERSO DE LA PARTIE 2. 
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Semi-monthly pay period 


Semi-monthly pay period 

The table below may be used to convert 
complete semi-monthly pay periods into 
weeks of insurable employment. There 
are 2 1/6 weeks of insurable employment 
for each complete semi-monthly pay 
period (52 weeks divided by 24 = 2 1/6). 


Note: 


Partial pay periods (where insura- 
bility was calculated on a weekly 
basis) must be added after the con- 
version. 


Minimum 


Table for semi-monthly pay period 


Weeks of insurable employment 


Number of complete 


semi-monthly pay periods 


2 11/6 
4 11/3 
6 1/2 


8 2/3 
10 5/6 
13 


Semi-monthly pay period table 


Equivalent weeks of 
insurable employment 


Note: 


In asemi-monthly payroll, your pay- 
roll ending dates fall on the 1 5th of 
each month, and the last day of 
each calendar month. 


For this type of pay period, earnings 
are insurable for all weeks in the pay peri- 
od if the employee either worked or had 
earnings in each week and part-week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
(see the appropriate table below). 
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If the earnings and hours worked do 
not meet the minimum for this type of 
pay period or if the employee did not 
work or have earnings in each week and 
part-week of the pay period, insurability 
must be determined on a calendar week 
basis (Sunday to Saturday). Enter the in- 
surable earnings for each of the calendar 
weeks or part weeks that were insurable, 
i.e., that meet the minimum weekly re- 
quirements (see table on page 29). Put a 
figure ‘‘1’’ in the Pay Period Exception 
column for each of the insured weeks. 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least 10 semi- 
monthly pay periods, starting with the 


Maximum 
periods. 


1690.00 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for semi-monthly pay 


Semi-monthly pay period 


461416 


or 


| 


period? 


Did the employee work 


Did the employee have 7 
| earnings in each week and bee 
part-week of the pay 


aS 


| N on 


| Did the employee work for 


oS 


"Yes | 


at least 15 hours in any 
| calendar week or part- 
| week in the pay period 
or 


2.17 ; Did the employee have 
4.33 oa the obinyen, ort for earnings of at least $156 
6.50 AS = in any calendar week (Sun. 
8.67 Did itetemplereel avon aoe - Sat.) or hart-weok in the 
‘ : pay period? 
10.83 earnings of at least | h 
13 | $338.00 in the pay period? | “ik 
: neat | 
15.17 Bass 
17.33 = |. ee 
19.50 | One insured week for each calendar 
21.67 . —_ week in the pay period in which one) —__ 
23.83. | Yes | of the minimum requirements has | | No | 
26 Le rr been met up to a maximum of $780 | 
per week (enter ‘‘1’’ in the Pay 
28.17 | Period Exception column for 
30.33 each insured week reported). 
32.50 e a — sy yee i 
7 _ os Z _— : 
34.67 | Semi-monthly pay period | | Pay period is not 
36.83 | is insured (2 1/6 weeks) up | | insurable. 
39 _ to a maximum of $1690.00. | | No insurable earnings. 
41.17 cna 3 {J 
43.33 = Led = = 
45.50 
47.67 
49.83 
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semi-monthly pay period 


final pay period. More than 10 entries will 


be needed if one or more pay periods was Note: 

not complete (i.e. insurability was calcu- 

lated on a calendar week basis). If the employee has 20 weeks or 
If the employee had less than 20 weeks more of insurable employment, the 

of insurable employment, enter the in- last entry should be the amount of 

surable earnings for each complete and insurable earnings for the pay peri- 

partial pay period. od in which the 20th week of in- 


surable employment falls. You are 

. no longer required to calculate the 

Note: c insurable earnings for the 20th 

week as this calculation is now 
made by Commission staff. 


Show dollars and cents for each 
pay period entry. 


mm POSTAL CODE / CODE POSTAL [iB PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 


Semi-monthly 
[El EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE LEMPLOYE(E) fly SOCIAL INSURANCE NO. / N° DASSURANCE SOCIALE 
123-456-789 
ce | 11 D/J M Y/A 
FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 01 109 193 
12 D// M Y/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 08 04 194 
ine U.. PREMIUMS PAYABLE UP TO eee aa We. 
COTISATIONS D'ASSURANCE-CHOMAGE 
gi Pei PAYABLES JUSQU AU 08 |04 |94 
M 


UGH FINAL PAY PERIOD ENDING DATE 
DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 15 104 


LEB STARTING WITH THE FINAL PAY PERIOD (P-P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P-.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P-P., RECORD THE FULL ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 


Em A - OCCUPATION / PROFESSION 


P.P., IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 P.P., CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 208 SEMAINE. 
IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACHP.P., CHECK S/ LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 
AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P.P., COCHER IC/ ET INSCRIRE SEULEMENT LE TOTAL A LACASE 15A. 


PAY PERIOD 
INSURABLE EARNINGS EXCEPTION 


REMUNERATION 
DE PERIODE 
ASSURABLE DE PAYE 


vo | INSURABLE EARNINGS aan insupaareenmnncs | Pxcerrow 
ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE 
ek 780.00 1 } | 1661.83 

1661.83 ice 1661.83 
ee 1538.19 i 1538.19 


1661.83 


1661.83 1661.83 


TESS Yaa he] 


ETA | MET | SURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
rover Sibi Ais dapuipdl Pe ak Tee er ees WHICHEVERIS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES SE- | 3 > 
( ) $ O (@) MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


LA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE f 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


A - VACATION PAY / PAYE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUA(S) FERIE(S) PAYE(S) POUR LE(S) 
D/J M Y/A D/J M Y/A D/J M Y/A 


$ 18.36 $ $ $ 


C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


Overtime ¢ 86.93 $ $ 
IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: YES NO IF NO, EXPLAIN IN COMMENTS SECTION 


S/ LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: OU/ NON SI NON. PRECISER A LA CASE “OBSERVATIONS” 


14 Part 2 


The Record of Employment - 1994 


Monthly pay period 


Monthly pay period 

The table below may be used to convert 
complete monthly pay periods into weeks 
of insurable employment. There are 4 1/3 
weeks of insurable employment for each 
complete monthly pay period (52 weeks 
divided by 12 = 41/3). 


Note: 


Partial pay periods (where insura- 
bility was calculated on a weekly 
basis) must be added after the con- 
version. 


Monthly pay period table _ 


Minimum) 
‘$ 


_ 676.00 


Table for monthly pay period | period? 
Weeks of insurable employment —__ 


Number of complete - Equivalent weeks of - 
monthly pay periods insurable employment | 


41/3 
8 2/3 
13 


30 1/3 
34 2/3 
39 

43 1/3 
47 2/13 
52 


17 113 
as 

26 

7 

8 

9 

10 

1 


If the earnings and hours worked do 


Note: ~ not meet the minimum for this type of 
— C—S—s—Ca“SSt™C~<“i‘tSCSC~tépaay“ peer‘ ‘if ‘thee ‘employee! did not 
In a monthly payroll, your payroll =~ work or have earnings in each week and 
ending date falls onthe lastdayof _part-week of the pay period, insurability 
each calendar month. must be determined on a calendar week 


basis (Sunday to Saturday). Enter the in- 
surable earnings for each of the calendar 
weeks or part weeks that were insurable, 
i.e., that meet the minimum weekly re- 
quirements (see table on page 29). Put a 
figure ‘‘1’’ in the Pay Period Exception 
column for each of the insured weeks. 
If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five monthly 
pay periods, starting with the final pay 


For this type of pay period, earnings 
are insurable for all weeks in the pay peri- 
od if the employee either worked or had 
earnings in each week and part-week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
(see the appropriate table below). 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for monthly pay periods. 


Monthly pay period 


or 

Did the employee have No 
earnings in each week and 

part-week of the pay | = 


[ 
| Did the employee work 


Did the employee work for 
at least 15 hours in any 
calendar week or part- 


= 
oe week in the pay period 


| or 


ly Did the employee have 
| 
| bid the, omptoyees enn for earnings of at least $156 
| sn ———— in any calendar week or 
4.33 | Did the employee have Nod hart week:in the 
8.67 earnings of at least payireniod’ 
13 | $676.00 in the pay period? 
17.33 i : ies 
21.67 
26 ees cae . ] 
One insured week for each calendar 
30.33 week or part-week in the pay period 
— 34.67 pet a in which one of the minimum 
39 | Yes | requirements has been met, up to a No 
== maximum of $780 per week (enter 1 
43.33 
47.67 n the Pay Period Exception column 
5 for each insured week reported). 


Pay period is not 
insurable. 


No insurable earnings. 


— 
Monthly pay period | 

is insured (4 1/3 weeks) up | 
| to a maximum of $3380.00. | 
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period. More than five entries will be 


needed if one or more pay periods was not Note: 

complete (i.e. insurability was calculated 

on a calendar week basis). If the employee has 20 weeks or 
If the employee had less than 20 weeks more of insurable employment, the 

of insurable employment, enter the in- last entry should be the amount of 

surable earnings for each complete and insurable earnings for the pay peri- 

partial pay period. od in which the 20th week of in- 


surable employment falls. You are 
no longer required to calculate the 


Note: ; insurable earnings for the 20th 
week as this calculation is now 
Show dollars and cents for each made by Commission staff. 


pay period entry. 


LEB STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P.P., RECORD THE FULL ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 


P.P., IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 P.P.,CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 20€ SEMAINE. 
IF THE! RABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P., CHECK S/ LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 
HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P.P., COCHER IC/ ET INSCRIRE SEULEMENT LE TOTAL A LACASE 165A. 


INSUBABLE.EARNINGS | FAY PERIOD INSURABLE,EARNINGS | PAY FERIOD INSUBABLE EARNINGS | PAY PERIOD INSURABLE,EARNINGS | Fv FERIOD 
REMUNERATION REMUNERATION PP. REMUNERATION PP. REMUNERATION 
ASSURABLE DE PERIODE ASSURABLE DE PERIODE ASSURABLE DE PERIODE ASSURABLE DE PERIODE 
DE PAYE DE PAYE DE PAYE DE PAYE 
189.00. 747.24 T4724 3138.44 | 
3138.44 3138.44 3138.44 
15 US |NSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
ML eae hy py peg ee aeli) WHICHEVERIS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES SE- | = > 
é y Sil 4 Sree eeL 6.4 50 MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 
[Ed PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALA/RE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 
A - VACATION PAY / PAYE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
D/u M Y/A D// M Y/A D/J M Y/A 
$893.16 PI all Helgi wletnanl sucals., 8! TOs » recalls, 
C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 
IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
S/ LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: our NON SI NON. PRECISER A LA CASE “OBSERVATIONS” 
[EW PAID SICK 7 MATERNITY / PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS 19 
(AFTER THE LAST DAY WORKED) REASON FOR ISSUING THIS ROE ENTER CODE 
CONGE DE MALADIE / MATERNITE / PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU RAISON DU PRESENT RELEVi INSCRIRE LE CODE 
DUN REGIME COLLECTIF D‘ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) sory test eee tes, ih 
FOR FURTHER INFORMATION, CONTACT TELEPHONE / TELEPHONE 
PAYMENT tied. pies POUR PLUS DE RENSEIGNEMENTS, APPELER 
START DATE Ms / 
DATE DE DEBUT WEEKS / DAYS AMOUNT 
DU PAIEMENT SEM./JOURS MONTANT © 
EXPECTED DATE PEM | AM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
ECALL THAT ALL STATEMENTS ON THIS FORM ARE TRUE. 
ne a ee salad aad ih ad EVY on Sespaily CONNUE JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 
s J’ATTESTE, PAR LES PRESENTES, QUE TOUTES LES DECLARATIONS FAITES SUR CE 
COMMENTS / OBSERVATIONS FORMULAIRE SONT VERIDIQUES. 
SIGNATURE OF ISSUER / S/GNATURE 


NAME OF ISSUER (please print) / NOM DU S/GNATAIRE ( en lettres moulées) 


eR TELEPHONE NUMBER / NUMERO DE TELEPHONE [Eq D/J M Y/A 
DATE 


INS 2106 (10-92) EF 
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13 pay periods a year 
In this type of pay period, earnings are 13 pay periods a year table 


insurable for four weeks if the employee : 
had earnings.or worked in each week and —— —— 
the earnings received or hours worked are 
at least the minimum for the pay period 3120.00 
($624 or 60 hours in 1994). 6.00 

When the earnings and hours worked 
in the full pay period do not meet the 
minimum for this pay period, determine 
the actual earnings and hours worked The following chart will help you determine weeks of insurable 
during each pay week within the pay peri- employment and insurable earnings for this type of pay period. 
od and apply the weekly minimums. ; 

If the employee had no insurable earn- 13 pay periods a year 
ings in some of the pay weeks of a pay 


period, enter only the insurable earnings Did the employee work 
* or 
(up to the weekly maximum) for the Did the 'ampiovee nave he 
weeks that | were insurable. Enter the earnings in each week 
figure ‘‘1’’ in the Pay Period Exception of the pay 
column for each insured week reported. period? | Did the employee work for 
If the employee has 20 or more weeks at least 15 hours during one 
of insurable employment, you will have | Yes | eke a bites 
to make an entry for at least five pay peri- aot or A 


ods, starting with the final pay period. os 


, i 5 : id th k f 
More than five entries will be needed if Dig erences ge work tor 


atilaast 60 Hours Did the employee have 


one or more pay periods was not complete oF earnings of at least $156 
eee a F No in any pay week 
(i.e. insurability was calculated on a pay Did the employee have in the pay period? 
week basis) earnings of at least : 
j 624 in th iod? 
When an employee has more than 20 pe Md OL 
weeks of insurable employment, the last 198 
entry should be the amount of insurable 
earnings for the pay period in which the One insured week for each pay 
20th week of insurable employment falls. age ne a period in wren 
: one of the minimum requirements 
You are no longer required to calculate vo Nacibeanimel tine mamaxinGr (No | 
the insurable earnings for the 20th week of $780 per week (Enter 1 in the 
as this calculation is now made by Pay Period Exception column for 
Commission staff. each insured week reported). 
If the employee had less than 20 weeks 
of insurable employment, ones the Four weeks of insurable | Pay period is not 
insurable earnings for each pay period. employment. insurable: 
Insurable earnings up to No insurable weeks. 
the maximum $3120. 
Note: 


Show dollars and cents for each 
pay period entry. 
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POSTAL CODE / CODE POSTAL 


a 13 


iods a 


9 | EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE LEMPLOYE(E) 


123-456-789 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


SOCIAL INSURANCE NO. / N° DASSURANCE SOCIALE 


LAST DAY WORK 
DERNIER JOUR DE TRAVAIL 


Ul. PREMIUMS PAYABLE UP TO 


PAYABLES JUSQU’AU 


UES FINAL PAY PERIOD ENDING DATE 
DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P. 
ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. 


le | 


A - OCCUPATION / PROFESSION 


UES STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. con MONTEING SEMI-MONTHLY AND 13 P.P., RECORD THE FULL 
P.P., IN WHICH THE 20th WEEK FALLS. 

IF THE Patol EARNINGS Tot BE REPORTED ARE AT THE MAXIMUM FOR EACH P-P., CHECK 


HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. 
eae aes 


COURS DE CHAQUE P.P., COCHER ICI 
PAY PERIOD 


PAY PERIOD PAY PERIOD 


= 


Seat [2 rr a 


TOTAL (ROUND TO THE NEAREST DOLLAR) 
TOTAL (ARRONDIR AU DOLLAR PRES) 


UZ PAYMENTS OR BENEFITS (OTHER THAN REGULAR ot PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


A - VACATION PAY / PAYE DE VACANCES B- STATUTORY HOLIDAY PAY FOR / JOUA/(S) FERIE(S) PAYE(S) POUR LE(S) 
o/s M Y/A D// M Y/A D/s M 


$ 141.10. {i enn ye lc ai ee 


C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


COTISATIONS D'ASSURANCE-CHOMAGE 


, INSCRIRE LE MONTANT DE LA REMUNERATION 
UR LES REGISTRES DE PAYE MENSUELS BIMEN- 
SUELS ET CEUX COMPTANT 13 PP, CONSIGNER TOUTE LA P.P. PENDANT “prea £ TOMBE LA 208 SEMAINE. 
SI LA REMUNERATION ASSURABLE A tee AU MAXIMUM A\ 


ET INSCRIRE Rees LE TOTAL pe LA CASE ar 


S 10 1 


16 | INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
WHICHEVER IS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- 
0 MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 


INSURABLE EARNINGS INSURABLE, EARNINGS INSURABLE, EARNINGS 
PP. REMUNERATION peiieeee || tae REMUNERA deere Ny ya REMUNERATION BE Pep runes REMUNERATION 
ASSURABLE Ae ee ASSURABLE ENE: ASSURABLE ete “ASSURABLE 
: 780.00 JL 2 738.36 1 2 (2953. 46 4 2953.46 
sd 2953546 . 2953.46 7 | 2953.46 


Bonus $ 653.87 $ 
IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: = YES NO 
Si LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: BOX oui 


\F NO, EXPLAIN IN COMMENTS SECTION 
NON _ Si NON, PRECISER A LA CASE “OBSERVATIONS” 


Number of 
weeks of insurable 
employment 


For completion of #16, take the later of 
the dates in #12 and 13 (if the dates 
are different) and count the number of 
insurable weeks in the 52 week period 
before the interruption of earnings. Do 
not include any weeks which you report- 
ed on an earlier ROE for this employee. 
Of course, if the employee worked for 
you for less than a year, you will have to 
go back to the first day worked in the 
most recent period of employment. If you 
issued an ROE to this employee within the 
last year, count only insurable weeks since 
the last ROE was issued. 

If your pay period is semi-monthly or 
monthly, the total number of insurable 
weeks may include a fraction. When this 
happens, round the figure to the next 
whole number (e.g., for 25 1/6, record 
26). 


Total of 1 


1 5 all entries 


Round off the total of all entries to the 
nearest dollar and enter the figure in the 
block provided. 


Important: 


If you make an incorrect entry, do 
not change the figure. Instead 
complete a new ROE form. Before 
destroying the incorrect form, 
record the serial number, (pre- 
printed number in #1) and retain 
with your payroll records. 
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1 Payments or 
benefits 


Payments or benefits other than regular 
pay paid in the final pay period or at a 
later date. 

When calculating UI benefits, certain 
kinds of payments are considered to be 
‘‘earnings’’. 

If a claimant receives such payments, 
the Commission allocates the money on 
the basis of the claimant’s normal week- 
ly earnings and the payment of benefits 
does not begin until the weeks of ‘‘earn- 
ings’’ have run out. You must record 
these monies even if they are paid in con- 
templation of the separation or are to be 
paid after the employment terminated. 

For general guidance regarding the in- 
surability of the following payments or 
benefits, refer to the chart on page 30 of 
this guide. 


17 A Vacation pay 


Enter the gross amount of vacation pay 
paid on, after, or in contemplation of ter- 
mination. 

If vacation pay is paid into a trust fund 
or paid on every cheque, enter the term 
“*trust fund’ or ‘‘paid on every cheque’’. 
It would also be helpful if the percentage 
of vacation pay paid on every cheque is 


specified, for example (4%). 
Statutory 


1 f B holiday pay 


Statutory holiday pay, paid or payable, 
is considered to be earnings for the pur- 
pose of calculating UI benefits. Enter the 
holiday date and the amount of pay for 
statutory holidays that occur after the 
later of the dates shown in #12 and 13. 

Even if the employment has terminat- 
ed and compensation for a date in the fu- 
ture is not technically ‘‘statutory holiday 
pay’’ (because a person must be employed 
to have a statutory holiday), enter the 
date and amount in 17B. 


1 1G Other monies 


If any of the following payments are paid 
or payable in contemplation of, on or 
after the separation from employment 
(including monies locked into an RRSP, 
GIC or financial institutions), enter the 
type of payment and the amount: 


m Pension payments: Record the total 
amount if lump sum or the weekly or 
monthly entitlement and the effective 


date. If the amounts and effective date 
are not known, enter ‘‘Pension amount 
unknown’’ in #17C and record in #22 
Comments section the name and tele- 
phone number of the person we may 
contact for further information. Also 
record a return of pension contributions 
and pension funds transferred to another 
pension plan or to a financial institution. 


m Severance pay or a retiring allowance, 
i.e., a payment made in recognition of 
long service or loss of office or 
employment 

a Retirement benefits 

a Accumulated retirement or sick leave 

credits 

Bonuses or gratuities 

Wages in lieu of notice 

Retroactive wage increase 

A payment in kind (describe article, 

e.g., car and give monetary value) 

w All other monies (please specify) 


If there is insufficient space, use the Com- 
ments section #22. 


Note: 


lf any payments, including those 
indicated above, are awarded to a 
former employee pursuant to a 
labour arbitration award or court 
judgment or for any other reason, 
the employer may become liable 
for the repayment of an overpay- 
ment equal to the amount of Ul 
benefits paid to the former em- 
ployee. It is therefore important 
that you contact your CEC prior to 
the issuance of those payments to 
your former employee. 


Please indicate in the appropriate box 
whether the reported insurable monies 
have been allocated to the final pay peri- 
od. It would also be helpful to record the 
former employee’s normal weekly earn- 
ings in the Comments section #22. 

Please refer to the chart on page 30 
regarding how to correctly allocate 
earnings. 


1 Paid sick/maternity/ 
parental leave or 
roup wage-loss 
indemnity payments 
after the last day 
worked (#12) 


If the employee will receive paid sick, 
maternity or parental leave, after the date 


shown in #12, enter the date these pay- 
ments start. 

Also indicate the maximum number of 
weeks or days for which they are paya- 
ble and the amount of these payments or 
the percentage of salary to be paid. This 
must also be done if an employee is eligi- 
ble for payments under a group wage-loss 
indemnity plan or a long-term disability 
plan. If the payment is based on a week- 
ly rate, enter the number of weeks, circle 
‘‘weeks’’ and enter the weekly amount. 

If the payment is based on a daily rate, 
enter the number of days, circle ‘‘days’’ 
and enter the daily amount. This infor- 
mation is important because these pay- 
ments affect the amount of UI benefits 
the claimant can receive. 


Note: 


If sick, maternity or parental leave 
payments (at a rate of less than 
57 per cent of normal weekly earn- 
ings), or payments under a Self- 
insured group wage-loss indemni- 
ty plan * meet the minimum insura- 
ble earnings for the pay period, 
these payments would continue to 
be insurable. This may affect the 
number of weeks of insurable em- 
ployment and the amount of insura- 
ble earnings you would show on 
the employee’s next ROE. 
However, maternity or parental 
leave top-up payments to UI 
benefits pursuant to Section 57(3) 
(k) of the Regulations are not in- 
surable. 


1 Reason for 
issuing an ROE 


One of the following code letters should 
be entered in the box to show why there 
has been or will be an interruption of 
earnings: 


Code A: Shortage of work 


A shortage of work caused by, for 
example, a plant shut-down, decreased 
production, bad weather, fire hazard, job 
completed or employment contract termi- 
nated. If the employee refused a new con- 
tract, or an extension to an existing 
contract, use code ‘‘E’’: Quit, and explain 
in the comments section. 


*This is a group insurance plan whereby 
income is provided to employees by the 
employer when an employee is unable to work 
due to illness, maternity, parental leave or 
accident. 
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Code B: Strike or lock-out 


Work has stopped due to a strike or lock- 
out at the place of work. 


Code Os Return to school ‘ 


The employee has left the job to go to 
school, college or university. 


Code D: llness or injury 


The interruption of earnings is caused by 
illness, injury or quarantine. 


Code E: Quit 


The employee voluntarily left the job. If 
you know the reason, give this informa- 
tion in the Comments section. If not, 
please provide the name and telephone 
number of a person who would be able 
to provide it to the Commission if 
required. 


Code F: Pregnancy/Adoption 


The employee is not working due to 
maternity or parental leave. 


Code G: Retirement 


Provide the reason for retirement (i.e., 
voluntary, health reasons or company 
policy) in the Comments section. 


Code H: Work Sharing 


Your company negotiated a work shar- 
ing agreement with the Commission and 
this employee is covered by that 
agreement. 


Code J: Apprentice training 

Under provincial legislation, some ap- 
prentices must take training as a condi- 
tion of their apprenticeship. Use this code 
when you are issuing an ROE for such an 
apprentice. Employers are requested to 
ensure that their apprentice’s ROE is 
completed and given to the apprentice on 
the last day of work. 


Code L: Age 65 
No longer applicable. 


Code M: Dismissal 
Use this code if an employee has been dis- 
missed or fired. You may enter the rea- 
son in the comments section or just enter 
*“‘M’’. In either case, please provide the 
name and the telephone number of a per- 
son the Commission may contact for 
more information (if that person is not 
the issuer). 


Code N: Leave of absence 


The employee is on a leave of absence for 
reasons other than illness, injury, mater- 
nity or parental leave. Please enter the 
reason for the leave of absence in the 
Comments section, if known. Provide the 
name and telephone number of a person 
the Commission may contact for more in- 
formation if that person is not the issuer. 


Code K: Other 


If the ROE is issued for some reason not 
covered by any other code, enter the rea- 
son in the Comments section. 


Use code K for Workforce Reduction and 
indicate in the ROE comments section #22 
“*to preserve the job of a co-worker un- 
der a workforce reduction process’’. 


For further information, contact 


Please provide in this space the name and 
telephone number of a person the Com- 
mission may contact for more informa- 
tion pertaining to the reason for 
separation if that person is not the issuer. 


Note: 


The list of codes for issuing the 
ROE appears on the right side tear- 
off portion of the form. They are 
also listed on the reverse side of 
Parts 1, 2 and 4 of the ROE. 


2? Expected date 
of recall 


If you expect the employee to come back 
to work for you, enter the expected date 
of recall. This usually occurs in cases of 
illness or injury, pregnancy or parental 
leave or a temporary layoff. If there is a 
possibility of returning but the date is 
unknown or if the employee will not be 
returning check the appropriate block. 


2 Signature and 
declaration 


The signature certifies that all statements 
on the ROE are true. Therefore, the em- 
ployer or an authorized person (e.g., pay- 
roll clerk, bookkeeper) must sign the 
completed ROE in this space. An em- 
ployee, even if normally authorized, 
should not sign his/her own ROE. The 
name of the person who has signed the 
form should be typed or printed clearly 
in the space below the signature. 

If the ROE has been completed entire- 
ly by computer and no changes have been 


made, the name of the authorized person 
may be printed. Otherwise it must be 
signed. 


2 2 Comments 


Use this space to: 

= explain why the date in #13 differs from 
the date in #12; 

m explain the use of codes E,G,K,M,N; 

= record the employee’s hourly rate of 
pay when the dollar value is less than 
the minimum for the pay period, but 
the employee has met the minimum 
hourly requirement and the pay period 
is insurable; 

= record any monies paid in the final pay 
period or at a later date, if there is 
insufficient space in #17; 

= indicate that an employee is entitled to 
receive money from other sources such 
as a union sick leave plan or sup- 
plementary unemployment benefits 
(SUB) for temporary lay-off, illness or 
training; 

= indicate that an employee is entitled to 
a top-up to maternity or parental 
benefits. A letter should be attached to 
the ROE confirming that the top-up (i) 
when combined with the claimant’s 
weekly rate of unemployment insurance 
benefits, does not exceed the claimant’s 
normal weekly earnings from his or her 
employment, and (ii) does not reduce 
the claimant’s accumulated sick leave, 
vacation leave, severance pay or any 
other accumulated credits from his or 
her employment. 

m indicate the dates of insurable weeks 
and earnings prior to the first day 
worked that were not included on a 
previous ROE and are now included in 
#16; 

m record pension information if there is 
insufficient space in #17C and to pro- 
vide the name and telephone number 
of an individual other than the ROE is- 
suer, who may be contacted for 
information regarding the pension; 

m indicate that the employee continues to 
be employed by the new company after 
a change in ownership occurred or to 
provide the date the change in owner- 
ship took place; 

= show the previous pay period type and 
pay period ending date, when the ROE 
reflects more than one type of pay 
period; 

m indicate if there may be a Workers 
Compensation Board claim for the 
same reason for separation (injury); 

m provide any details or explanations 
which you think are important. 
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23 Telephone number 


Be sure to include your area code and 
extension number. 


24 Date of issue 


Enter the date on which you completed 
the ROE. 


Distribution of the ROE 
When you have completed the ROE: 


m Separate the copies 


Do this carefully by removing the right- 
hand edge first. This will release the 
carbon sheets. The copies may then be 
easily separated by removing the left-hand 
edge. Do not separate the first two copies. 


s Employee’s copies 


Give or send the first two copies to the 
employee. They are marked Employee’s 
copy — Part I (green) and Part 2 (green). 
These copies may be folded for mailing. 
If for any reason you cannot give your 
employee the ROE personally, or you 
cannot mail it, or if it is returned undeli- 
vered, keep the employee’s copies until 
the employee or the Commission asks for 
them. If you have not been asked for 
them within 52 weeks after the employee 
stopped working, you may destroy them. 

The employee’s copies of the ROE fit 
into a standard #10 window envelope. 
Guidelines will help you fold it so that the 
information is clearly visible. If you use 
a window envelope other than a standard 
#10, please be sure that the name and 
complete mailing address are visible 
through the window. 


= Commission’s copy 


It is important to mail the Commission’s 
copy (third copy of the ROE) in the enve- 
lope provided to Box 9000, Bathurst, 
New Brunswick, E2A 473, and to affix 
proper postage on the envelope. In 1993 
a new envelope was supplied to employ- 
ers that holds up to eight copies of fold- 


ed ROE at the regular postage rate. This 
copy must be mailed within five calendar 
days of the interruption of earnings or the 
day you become aware of it, whichever 
is later. 


Do not send anything but the Commis- 
sion’s copy of completed Records of Em- 
ployment to Box 9000, Bathurst, New 
Brunswick, E2A 4T3. All requests for 
blank ROE forms and any other cor- 
respondence must go to your local CEC. 


s Employer’s copy 


UI regulations require that you retain the 
fourth copy of the ROE with your pay- 
roll records for a period of six years from 
the end of the year covered by the 
records. It may only be destroyed prior 
to this period if you get written authori- 
zation from Revenue Canada. 


A reminder 


Most claimants and employers are 
honest. However, a few try to take 
advantage of the Unemployment 
Insurance (UI) program. In 
response, we have control pro- 
grams to detect abuse, including 
cases where claimants fail to report 
employment or income from 
employment while receiving UI 
benefits. We also investigate third 
party reports that someone is abus- 
ing UI. 

During the year 1992-93 we con- 
ducted 1.1 million investigations 
and uncover about $392.7 million 
in overpayments. In addition to 
recovering Overpayments, we im- 
pose about 151,000 penalties and 
undertook some 1,215 prosecu- 
tions. These penalties and prosecu- 
tions apply to cases where abuse is 
intentional. 

Finally, we also have a voluntary 
disclosure policy. If a claimant or 
employer admits to abuse before an 
investigation is begun, there is no 
penalty or prosecution. All over- 
payments, however, must be paid 
back. 


For further information contact 
your local Canada Employment 
Centre. 
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This brochure contains general 
information only. When a question 


arises, the Unemployment Insurance 
Act and Regulations must govern. 
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Instructions for 


special groups of workers 


1 Special rules 


To calculate the insurable earnings and 
the number of weeks of insurable employ- 
ment, special rules apply to the follow- 
ing groups of workers: 


= employees paid on commission 
®™ employees paid on piece-work 


® teachers and professional athletes on 52 
week contracts 


For more details on how to determine 
insurable earnings for these employees, 
please refer to the Employers’ Guide to 
Payroll Deductions or the Payroll Deduc- 
tions Tables (separate booklet for each 
province) published by Revenue Canada 
or contact your District Taxation Office. 


The following information will assist 
you in completing #15 on the ROE. 


2 Commissions or 
piece-work calculated 
on a regular pay 
period basis 


When the employee is paid by piece-work 
or commissions on a regular basis (e.g., 
bi-weekly, semi-monthly), complete #15 
on the ROE according to the instructions 
provided for the type of pay period in- 
volved. The same instructions apply on 
drawings that are paid on a regular basis 
where no periodic settlement of account 
is made. For details, see pages 8 to 17 of 
this guide. 

This applies only if the monies have 
been earned during the pay period; other- 
wise, you must refer to the yearly rules 
to calculate the weeks of insurable em- 
ployment and insurable earnings (see next 
section). 


3 Earnings calculated 
on a yearly basis 


The following earnings are calculated on 

a yearly basis: 

® commissions paid at irregular intervals 

® a combination of drawings or regular 
salary and commissions 

™ sums debited to drawing account at 
irregular intervals 

® piece-work when settled at irregular 
intervals 

® remuneration paid to an individual em- 
ployed under a contract of service for 
52 consecutive weeks, when the pay- 
ments do not extend over the entire 
period and are paid in other than 10 or 
22 payments 


These earnings are considered insura- 
ble on the basis of a calendar year. Cal- 
culation of UI premiums begins with the 
first dollar up to the yearly maximum in- 
surable earnings. In 1994, the maximum 
yearly insurable earnings is $40,560. 
When the regular UI premium tables do 
not apply, contact your District Taxation 
Office for instructions on deducting UI 
premiums. 

This system of calculating insurable 
earnings and weeks of insurable employ- 
ment has been devised to accommodate 
employees with fluctuating incomes. It 
permits a fairer appraisal of the em- 
ployee’s income and could increase the 
worker’s entitlement to UI benefits. 

For example, a real estate agent may 
only receive two $5,000 commissions in 
a year. If we applied the normal pay peri- 
od rules, this employee would only be in- 
sured for two weeks, at $780 per week, 
the weekly maximum in 1994. However, 
if we average the income, by dividing the 
yearly gross income ($10,000) by 52, the 
employee would have 52 weeks of insura- 
ble employment at $192.31 per week. As 
the minimum weekly insurability require- 
ments are met, the weeks and earnings are 
insurable. 


The following formula is applied to obtain 
the average weekly earnings. 


Total gross earnings* 

(in each calendar year) = 
Number of weeks of work 
(in each calendar year) 


average weekly 
earnings 


*Including vacation pay, severence pay, etc. 


7A | When less than 
a full year of work 
is involved 


If an employee begins to work after the 
start of a calendar year or leaves his job 
before the end of the year, make a 
proportional adjustment to the maximum 
yearly insurable earnings. 

You will obtain this adjusted yearly in- 
surable earnings by multiplying the week- 
ly maximum earnings by the number of 
weeks the employee worked continuous- 
ly during that calendar year. For exam- 
ple, an employee working September 14, 
1993 to March 4, 1994, could have 16 
weeks of insurable earnings in 1993 with 
maximum insurable earnings of $11,920 
(16 x $745 or 16/52 x $38,740) and 10 
weeks of insurable employment in 1994 
with maximum insurable earnings of 
$7,800 (10 x $780 or 10/52 x $40,560). 


Ls Reduction in the 
maximum yearly 
insurable earnings 
because of a leave 
without pay 


When an employee is on leave of absence 
and is not receiving earnings from the em- 
ployer for a period of one week or more, 
the maximum insurable earnings for the 
year is determined by subtracting from 
the maximum yearly insurable earnings, 
the maximum weekly insurable earnings 
multiplied by the number of weeks in the 
period of leave. 

For example, an employee worked 
10 weeks and then was absent without 
pay for one week because of illness. He 
returned to work for three weeks, then 
quit. Only 13 of the 14 weeks will be con- 
sidered as weeks of insurable employment 
in order to calculate the yearly insurable 
earnings. 

For information on how to allocate in- 
surable earnings and calculate the premi- 
ums payable, please contact your nearest 
District Taxation Office. 
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6 Completion of the 
ROE for an employee 
whose earnings are 
calculated on a 
yearly basis 


#8 Pay period type: enter ‘‘weekly 
(yearly basis)’ on the ROE. 


#14 Final pay period ending date: enter 
date of the Saturday of the calendar 
week in which the employment 
stopped. 


#15 Insurable earnings by pay period: 
enter the average weekly insurable 
earnings for the last 20 weeks of in- 
surable employment or less if the em- 
ployee worked a shorter period. If 
the period covers two calendar years, 
please calculate the average insura- 
ble earnings for each calendar year 
separately. 


#22 Comments section: Describe in this 
section the type of payments (e.g., 
combination of salary and commis- 
sion, commission paid at irregular 
intervals). 


Note: 


Unless there is evidence that the 
employee did not work at least 15 
hours in any week, each week is 
a week of insurable employment. 
Contact your District Taxation 
Office for a ruling if you are uncer- 
tain about the insurability of these 
weeks. 


The following chart will help you determine weeks of insurable 
employment and insurable earnings: 


Yearly basis (under 52 week contract) 
Earnings calculated on a yearly basis 


Was the employee under a contract of service for the entire calendar year? | 


Ye — 


Did the employee earn Did the employee’s earnings : 


at least $8112 average at least $156 for each 
($156 x 52 weeks) and calendar week of the contract of 
not take a leave of absence service excluding any weeks the 
for any full calendar week employee was on a leave of 
without pay? absence without pay? 


Rey [ ie 
< ett Le] Lee] 


Did the employee work for 15 hours or more in ; | 
any of these calendar weeks? 


52 weeks of insurable | No | | Each calendar week is 
employment. fra, |insurable at the weekly average 
insurable earnings at the | _up to a maximum of $780. | 
weekly average up to a 
maximum of $780. | 


ve 


No weeks of insurable 
employment. 

No insurable earnings 
for the year. 


w First day worked November 26, 1992. 
Resigned March 11, 1994. 


w This worker was engaged as a commis- 
sion salesperson with commissions paid 
at irregular intervals and UI premiums 
deducted on a yearly basis. 


# In 1993, the employer had deducted the 
maximum yearly UI contributions by 
May 28. On that date, the total 
earnings were $43,090.73, an amount 
exceeding the maximum insurable earn- 
ings for 1993 ($38,740). 


a In 1994, the employer would have 
deducted the maximum yearly UI 
contributions by March 2, 1994. 
On that date, the total earnings met 
the maximum insurable earnings of 
$40,560 for 1994. 


As the employee resigned on March 11, 
1994, the employer must adjust the 
maximum insurable earnings for 1994 
to $8,580 (11 weeks x $780). 


The Record of Employment should be 
completed as follows. 
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Ua POSTAL CODE / CODE POSTAL 


wm PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 
Weekly (yearly basis) 
ute} SOCIAL INSURANCE NO. / N° D'‘ASSURANCE SOCIALE 


123-456-789 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


Es EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE L’'EMPLOYE(E) 


a 3 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


U.. PREMIUMS PAYABLE UP TO Wes uM Wo 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU ‘AU 
A - OCCUPATION / PROFESSION FINAL PAY PERIOD ENDING DATE 
DATE DE LAFIN DE LA DERNIERE 


PERIODE DE PAYE 


15 | STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P.P., RECORD THE FULL ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 


P.P., IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 P.P.,CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 20€ SEMAINE. 
IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACHP.P., CHECK SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 
HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P.P., COCHER IC/ ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A. 


PAY PERIOD PAY PERIOD 


PAY PERIOD 


PAY PERIOD 

INSURABLE EARNINGS INSURABLE EARNINGS INSURABLE EARNINGS INSURABLE EARNINGS 

PP. REMUNERATION Beene) SPR: REMUNERATION ete oe REMUNERATION Be nome aes REMUNERATION EXCEPTION 
ASSURABLE ASSURABLE ASSURABLE 


DE PAYE DE PAYE DE PAYE 


DE PERIODE 
ASSURABLE ee 
780.00 


Boeeet 
9 . be 780.00 i 745.00 


in 12 9 > 20 745.00 
15 MET | SURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
hs rehab orphans gape ee WHICHEVERISLESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES SE: | - 6 
( y $ eye 2 3}, 3S 6) 6) MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


Example Special note 
Date Amount of If the average weekly insurable 
commissions commissions earnings are below the minimum in- 
paid paid surable earnings $156 in 1994 or 
$149 in 1993, each calendar 
January 16, 1993 $15,681.14 easel re employee worked at 
east 15 hours would be a week of 
earch 13,,.1999 1OSihe:33 insurable employment. Indicate in 
May 28, 1993 16,494.18 #22 Comments section if such a 
July 2, 1993 13);219.83 situation occurs. 
October 30, 1993 7, 529576 
1993 Total $63,840.32 
Contact your local District 
ec te Taxation Office if you are uncer- 
aid aid tain whether the worker was in 
P P insurable employment for all or 
any of the weeks employed. 
January 8, 1994 $ 8,987.18 
January 22, 1994 10,490.15 
February 22, 1994 14,386.57 
March 2, 1994 8,095.63 


1994 Total $41,959.53 
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Commissions paid 
after termination of 
employment 


7 


The final payment of commissions or 
other monies such as a bonus or vacation 
pay may be paid after the initial ROE is 
issued. 

If the average weekly insurable earn- 
ings were not at maximum, these monies 
must be added to the gross earnings of the 
last year of employment and the insura- 
ble earnings calculated again. As the 
amended insurable earnings will be great- 
er than the insurable earnings reported on 
the initial ROE, an amended ROE must 
be issued. This amended ROE must be 
completed in its entirety and distributed 
according to the instructions in Part 2. 


8 


Individuals with 10 or 
22 pay periods ina 
year employed under 
annual contracts 
where services are 
not performed for 
the entire 52 weeks. 


Such individuals may be full time 
teachers, professional athletes, marine 
captains and chief engineers for inland 
waters. 

The following tables provide the mini- 
mum hours, the minimum and maximum 
insurable earnings and the equivalent 
weeks of insurable employment for these 
pay periods. 


Earnings table 


Pay periods | minimums 


1994 


or earnings from | 


maximum 


(22 35 hours 


Pay periods minimum 


1903 


“4056.00 
1843.63, 


maximum 


10 (| 774.80 | 


3 ‘78 hours — 
22 =| «362.18 | : 


35 hours 


These tables are applicable only if an em- 
ployee remains in an ‘‘employed’’ status 
under contract for the full 52 week peri- 
od. If an employee quits or takes leave 
of absence without pay, you must calcu- 
late the weeks and earnings of insurable 
employment on a calendar week basis 
(refer to chart on page 22 except for 
teachers, see pages 25, 26 and 27). 
When a worker employed under a 
52 week contract has no layoff or sepa- 
ration from employment (although there 
is a non-work period) and is paid for the 
full duration of the contract, there is no 
need to issue an ROE unless the Commis- 
sion requests one. If however, the con- 
tract is not renewed, an ROE must be 
issued and must be completed as follows: 


#8 Pay period type: enter ‘‘10 pay peri- 
ods’’ or ‘‘22 pay periods.”’ 


#11 First day worked: enter the starting 


date of the contract. 


#12 Last day worked: enter the last day 


the employee performed services. 


#13 UI premiums payable up to: enter 


the last day of the contract. 


#14 Final pay period ending date: enter 


the date of the last payment. 


#15 Insurable earnings by pay period: 
make one entry for the insurable 
earnings in each of the pay periods 
that cover the last 20 weeks of in- 


surable employment. 


For 10 pay periods: One payment is 
equal to 5.2 weeks (52 + 10 = 5.2). Be- 
ginning with the most recent pay period, 
enter the insurable earnings for three pay 
periods and 5.2 in the corresponding pay 
period exception blocks (3 x 5.2 = 15.6). 


1760.90 


In block 4, enter the insurable earnings 
for 4.4 weeks (20 — 15.6 = 4.4). To cal- 
culate this figure take 84.6 % of the in- 
surable earnings of the fourth last pay 
period (4.4 is 84.6% of 5.2). Show 4.4 in 
the pay period exception block. 

For example, an employee received 
$2,000 per pay period. Number 15 would 
have three entries at $2,000 with 5.2 in the 
Pay Period Exception column, and one 
entry at $1,700 with 4.4 in the Pay Peri- 
od Exception column (84.6% x $2,000 
='$ 1,692). 


For 22 pay periods: One payment is 
equal to 2.36 weeks (52 + 22 = 2.36). 
Beginning with the most recent pay peri- 
od enter the insurable earnings for eight 
full pay periods and 2.36 in the cor- 
responding pay period exception blocks 
(8 x 2.36 = 18.88). In P.P. block 9 enter 
the insurable earnings for 1.12 weeks (20 
— 18.88 = 1.12). To obtain the insura- 
ble earnings for the last entry, calculate 
47% of the insurable earnings of the ninth 
last pay period (1.12 is 47% of 2.36). 

For example, an employee received 
$1,000 per pay period. Number 15 would 
show eight entries at $1,000 with 2.36 in 
the Pay Period Exception column, and 
one entry at $470 with 1.12 in the Pay 
Period Exception column (47% x $1,000 
= $470). 
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S) Interruption of 
earnings during an 
annual contract 
when paid 10 or 
22 times a year 


If an employee quits or takes a leave of 
absence without pay prior to the end of 
the contract year, it is necessary to recal- 
culate the weeks of insurable employment 
and insurable earnings on a calendar week 
basis by determining the number of weeks 
‘‘employed’’ during the contract year. 

A recalculation is required as the em- 
ployee will not be ‘‘employed’’ for 
52 weeks and thus will not have 52 weeks 
of insurable employment. 

Count the number of calendar weeks 
“‘employed’’ from the starting date of the 
contract to the date of the interruption 
of earnings. If the employee is receiving 
payments for sick, maternity or parental 
leave, this interruption of earnings will 
not occur until these payments fall below 
57 per cent of the normal weekly earn- 
ings. Then divide the earnings received by 
the number of weeks ‘‘employed’’ to ob- 
tain the weekly insurable earnings. 

If the employee worked for you dur- 
ing the previous contract year, the Record 
of Employment will contain data from 
the previous contract year as the ROE 
must cover the last 52 weeks. 


The Record of Employment is to be 
completed as follows: 


#8 Pay period type: show ‘‘weekly’’. 


#11 First day worked: enter the starting 
date of the contract (if the employee 
worked for you during the previous 
contract year, enter the starting date 
of the previous contract). 


#12 Last day worked: enter the last day 
the employee performed services for 
you. 
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#13 UI premiums payable up to: this will 
normally be the same as the last day 
worked. Please refer to #13 of Part 2 
of the guide. 


#14 Final pay period ending date: enter 
the date of the Saturday of the week 
in which the interruption of earnings 
occurred. 


#15 Insurable earnings by pay period: for 
the last 20 weeks of insurable em- 
ployment. 


As the weekly insurable earnings are the 
same for each pay period covered by the 
last contract, just write the amount in the 
first and last entry covering the period 
and draw a line through the blocks in- 
between. 

If the last 20 weeks cover a period from 
the previous contract year, you will have 
to determine the number of insurable 
weeks required from the old contract and 
calculate the corresponding insurable 
earnings. The 20th week may not coin- 
cide with the end of a complete pay peri- 
od. To determine the insurable earnings 
for the 20th week (the last entry), calcu- 
late the portion of the insurable earnings 
in the pay period in which the 20th week 
falls. 

For example, an employee was em- 
ployed only 18 weeks during the last con- 
tract year. In the previous contract year 
the employee was paid 10 times a year 
with each pay period equal to 5.2 weeks. 
As two weeks of insurable earnings are 
to be shown in the last entry, calculate the 
insurable earnings as follows: (2 weeks = 
5.2 weeks) X insurable earnings of the 
pay period represented by the 5.2 weeks. 

The last entry will show ‘‘2”’ in the Pay 
Period Exception column. 


The formula to use for the 20th week, 
whether the 20th week is to be obtained 
from a 10 pay period or a 22 pay period 
is as follows: 


# of weeks required 
# of weeks represented 
by the pay period 


X Insurable earnings 
of that pay period 


#22 Comments section: if in #15 you 
have included a period from the 
previous contract year, indicate the 
previous pay period type (e.g., 
10 pay periods) and the previous 
contract ending date. 
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10 Interruption of 
earnings during 
annual contract: 
teachers 


The following are general statements 
only, due to the variety of contracts for 
teachers (i.e., weekly, monthly). If you 
are uncertain about the weeks of insura- 
ble employment or insurable earnings, 
please contact your RCT District Office. 

When a teacher has an interruption of 
earnings due to the termination of the 
contract or the granting of unpaid leave 
during the teaching period, the weeks of 
insurable employment will be the number 
of full and partial calendar weeks between 
the starting date of the contract and the 
date the contract is terminated or the 
teacher commences unpaid leave. 

For Unemployment Insurance benefit 
purposes only, the weekly insurable earn- 
ings would be determined by taking the 
average weekly remuneration ‘‘payable’’ 
to the teacher pertaining to his/her con- 
tract, no matter when the remuneration 
is effectively paid. 


Example 


To complete the Record of Em- 
ployment, for Unemployment In- 
surance benefit purposes only, 
take for example a teacher who’s 
annual contract is for 52 weeks 
with an annual salary of $39,520. 
The teacher’s contract starts Au- 
gust 1 and the teacher stops 
work September 16 for a mater- 
nity leave. The calculation would 
be done as follows: 


Annual Contract = 52 weeks 
Annual salary = $39,520 
Average Weekly 

Remuneration = $760 
Number of full and partial calen- 
dar weeks between the starting 
date of the contract and the date 
the teacher commences unpaid 
leave = 7 weeks 
The teacher would therefore 
have 7 weeks of insurable em- 
ployment with weekly insurable 
earnings of $760. 
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1 1 Completing the ROE 


The Record of Employment is to be com- 
pleted as follows whether the interruption 
of earnings occurs during or at the end 
of the contract year. 


#8 Pay period type: If the ROE covers 
only part of the contract year, please 
contact your local CEC or the ROE 
advisor serving your area for details. 

If the ROE covers a complete con- 
tract year, enter your pay period 
type, ‘‘bi-weekly, monthly, etc.’’ 


#11 First day worked: enter the starting 
date of the contract. If the employee 
has been continuously employed by 
you since the previous contract year, 
enter the starting date of the previ- 
ous contract. 


#12 Last day worked: show the last day 
the teacher taught. 


#13 UI premiums payable up to: enter 
the date the contract terminated or 
the date before the leave without pay 
commenced, whichever is applicable. 


#14 Final pay period ending date: if the 
ROE covers only part of the contract 
year, contact your local CEC or the 
ROE advisor serving your area for 
details. If the ROE covers a complete 
contract year, enter the ending date 
of the final pay period for the year. 
For example, if the last day worked 
was June 27, but the final pay peri- 
od ends June 30, enter June 30. 


#15 How this will be completed depends 
on the method used to calculate the 
insurable earnings. 

If the ROE covers only part of the 
contract year, contact your local 
CEC or the ROE advisor serving 
your area for details. 


If the ROE covers a complete contract 
year, refer to the instructions for your pay 
period type (see Part 2, #15). 

When the insurable earnings are the 
same for each pay period, just write the 
amount in the first and last entry and 
draw a line through the blocks in be- 
tween. If the insurable earnings in each 
pay period are at the maximum level, just 
check the block and enter the total in 
#1SA. 

If the 20th week does not coincide with 
the end of a complete pay period, you 
may have to calculate the portion of the 
insurable earnings in the pay period in 
which the 20th week falls. Please refer to 
the instructions for the appropriate pay 
period type in this guide (e.g., Part 3 for 
10 or 22 pay periods, Part 2, #15 for other 
pay periods). 


#22 Comments section: If in #15 you 
have recorded earnings from the 
previous contract year, indicate the 
previous pay period type (e.g., 
10 pay periods) and the previous 
contract ending date. 


1 Daily payroll and 
other special groups 


Insurable earnings for employees paid on 
a daily basis must be calculated accord- 
ing to Revenue Canada instructions. 
Please refer to their publications Employ- 
ers’ Guide to Payroll Deductions or the 
Payroll Deductions Tables (separate 
booklet for each province). 

When insurable earnings have been cal- 
culated, complete #15 by following the in- 
structions for weekly pay periods (Part 2, 
#15). 

Special rules apply to workers such as 
barbers, hairdressers and taxi and pas- 
senger vehicle operators. If you are in any 
doubt about weeks of insurable employ- 
ment or insurable earnings, refer to the 
Revenue Canada publications mentioned 
above. Once you have determined the 
weekly earnings for these workers, follow 
the instructions for weekly pay periods 
(Part 2, #15). 


1 Persons employed 
on board a ship 


For employers of persons employed on 
board a ship and covered by Canada 
Labour Code Regulations respecting the 
hours of work of employees engaged in 
shipping, please record in the Comments 
section of the ROE any outstanding 
balance of leave pay, the number of leave 
days/lay days which the employee has ac- 
crued but not taken (as days off) up to 
the date of layoff and the hourly wage. 
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General information on insurability 


What do we mean when we talk about: 
@ insurable employment 
@ insurable earnings 


We have prepared some general guide- 
lines that will explain these terms and 
make it easier for you to complete the 
Record of Employment. Under the UI 
Legislation, Revenue Canada is the sole 
authority responsible for determining the 
insurable nature of any employment or 
earnings. The Revenue Canada publica- 
tions, Employers’ Guide to Payroll 
Deductions and the Payroll Deductions 
Tables (separate booklet for each 
province) will provide you with detailed 
information. These publications have lists 
of telephone numbers (local and 1-800) 
of District Taxation Offices. 


| insurable 
Employment 


Generally, most people working under a 
contract of service — that is, an 
employer-employee relationship — work 
in insurable employment. A contract of 
service usually exists when the employer 
has the right to control what work the 
employee does and how it will be done. 

Certain types of employment are not 
covered, even though there is an 
employer-employee relationship. For 
example, employees who earn an amount 
in cash which is less than the minimum 
weekly insurable earnings and are em- 
ployed less than 15 hours a week. The 
Revenue Canada publication gives you all 
the exceptions. 

Barbers, hairdressers, taxi and pas- 
senger vehicle operators and fisher- 
men/women can be included in insurable 
employment, even though they may not 
be working under a contract of service. 
Please refer to the ‘‘Employers Guide 
to Payroll Deductions’’ for barbers, 
hairdressers, taxi and passenger vehicle 
operators which will explain coverage and 
insurable earnings for these workers. 


Revenue Canada has a separate publi- 
cation explaining coverage and insurable 
earnings for fishermen/women. Ask your 
nearest District Taxation Office for a 


copy. 


2 ~ Minimum insurability 
requirements in 
1994 


To be in insurable employment, an in- 
dividual who is paid weekly by the same 
employer, must either earn an amount in 
cash equal to 20 per cent of the maximum 
weekly insurable earnings ($156 in 1994) 
or must work at least 15 hours in a week. 

Once the employment is determined to 
be insurable, the insurable earnings can- 
not exceed the maximum for a weekly pay 
period ($780 in 1994). For example, if an 
employee earns $1,000 a week, only $780 
is insurable and must be reported on the 
ROE. 


In 1994, the minimum and maximum in- 
surable earnings by pay period are as 
follows: 


Pay period _ _ frat: in kas 


bi-weekly _ : 
semi-monthly {338.00 = « 


monthly 


13 pay periods |624.00 
a year 


In 1993, the minimum and maximum in- 
surable earnings were: 


Earnings in 1993 


Pay period 


[298.00 30 hours| 1490.0 


1322.83 33 hours| 1614.1 
Son bea _ 65 hours | 3228.3 


As long as other conditions are met (see 
section 1), an employee needs to meet 
only one of the minimum requirements 
to be insurable. 

Employees paid on a bi-weekly or on 
another multiple of a week basis may 
sometimes earn less than 20 per cent of 
the maximum earnings or work less than 
15 hours in one pay week* of the pay 
period. But as long as they had some 
earnings or worked in each pay week of 
the pay period and the total earnings or 
hours were at or above the minimum re- 
quired, the employment during the entire 
pay period would be insurable up to the 
applicable maximum insurable earnings. 


* A pay week is a period of seven consecutive 
days or any one of two or more such con- 
secutive periods, the last of which ends on 
the employer’s payroll ending date. This 
definition makes it possible to apply the rules 
on minimum insurability uniformly to all 
pay periods that are multiples of a week, 
whether or not the pay week is a calendar 
week. 
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For example: In a bi-weekly pay period, 
a person earned $125 in one week and 
$190 the next, for a total of $315. The 
earnings for both weeks would be insura- 
ble because the minimum insurable earn- 
ings for a bi-weekly pay period ($312 in 
1994) were met. 

Another example: If a person worked 
10 hours in one week and 20 hours the 
next, earnings for both weeks in the bi- 
weekly pay period would be insurable, up 
to the maximum, because the minimum 
hourly requirements (30 for a bi-weekly 
pay period) had been met. 

For those paid on semi-monthly or 
monthly basis, the entire pay period 
would be insurable up to the maximum 
as long as the worker had some earnings 
or worked in each calendar week and part 
week of the pay period and the total earn- 
ings or hours were at or above the mini- 
mum required. 
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3 How insurable 
earnings are 
determined and how 
they are allocated 


The following table provides general 
guidance and may be used for reference, 
but you should direct specific questions 
to the District Taxation Office. 


Allocation of earnings according to Ul 
(Collection of Premiums) Regulations 


Type of Payment 


w Salary, wages 
a Commission/draw 

m Employer paid leave 
(vacation, sick, 
Statutory holiday 
or other) 


Other earnings, e.g., 
overtime, retroactive in- 
crease, wages in lieu of 
notice, vacation pay (no 
leave taken), bonuses, 
gratuities, accumulated 
sick leave credits, shift 
premiums, incentive 
payments and separa- 
tion payments 


paid 


Paid while working 


Allocate to pay period for which it is paid 


Allocate to the pay 
period in which it is 


Paid after layoff, 
termination or during 
unpaid leave 


Allocate to last pay 
period for which regular 
wages, salary or 

commissions were paid 


In this table: 


While working: means during the period 
that an employee is performing services 
or is on paid leave of absence (e.g., 
vacation or sick leave). 


Layoff: refers to a stoppage of work oc- 
curing when the employer/employee rela- 
tionship continues to exist although no 
work is performed and the employee is 
not on a period of leave without pay, 
maternity leave, parental leave, sick leave 
without pay, etc. 


Termination: is defined as the complete 
severance of the contract of employment 
between the employee and the employer. 


Unpaid leave: refers to a leave of absence 
for which the employee receives no 
monies from his/her employer. 


Allocate to the pay period for which it 
is paid: means the payment will be insura- 
ble in the pay period during which the 
monies were earned or during which the 
work was performed. 


Allocate to the pay period in which it 
is paid: means the payment will be insura- 
ble in the pay period during which the pay 
cheque or payment is processed. 


Allocate to the last pay period: means 
include with the earnings for the last pay 
period for which regular wages, salary or 
commission were paid. 
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General information on Record of Employment 


(ROE) related investigation programs 


When we are talking about ROE related 
Investigation Programs we are specifically 
talking about the Computer Post 
Audit/Reason For Separation Program 
(CPA/RFS). 

This program detected $139 million 
(1992/93) in overpaid UI benefits to clai- 
mants who failed to report all work and 
earnings. In addition, $72 million in 
Administrative Penalties were imposed 
where abuse was proven to be intentional. 

Your efforts in accurately completing 
the ROE, assists us in correctly identify- 
ing those cases where benefits have been 
incorrectly paid out, either through error 
or abuse. 

The data on the third copy of the ROE 
that you send to Central Index in 
Bathurst, New Brunswick, is matched 
monthly against the UI Benefit Pay 
System. If there is a match, the system 
determines if there is an overlap between 
an employment period and a period when 
the employee/claimant was in receipt of 
UI Benefits. 

If through further computer refinement 
a discrepancy is identified, a CPA/RFS 
Observation is raised. 

The CPA/RFS Observation is then sent 
to the local Canada Employment Centre 
(CEC). The local Investigation & Control 
staff examine the observation in order to 
determine if there is a need for further 
enquiry. 

For those cases that cannot be screened 
out at this stage, a ‘‘Request For Payroll 
Information’’ (INS 5097) (please see illus- 
tration) is requested and is sent to you, 
the employer, for completion. 


Note: 


The INS 5097 may be sent to you 
from another program as well, if 
you are a participating employer. 
This program is known as the 
Report On Hirings Program (ROH). 


We are, like you, extremely concerned 
about the amount of paper you receive 
from government agencies. By completing 
the INS 5097 and returning it by the date 
requested, you assist us in reducing the 
cost of administering our programs and 
the number of requests for information 
you receive. 


Note: 


There is a Computerized Investiga- 
tion Program where the require- 
ment to complete the INS 5097 is 
eliminated. To be eligible to partic- 
ipate in this program you must have 
a computerized payroll system that 
is compatible with the Automated 
Earnings Reporting System (AERS) 
programming requirements. In 
addition your system must be able 
to report employees earnings ona 
weekly, Sunday to Saturday basis. 


For further information concerning this 
program please contact: 


Human Resources Development 
Control Programs Directorate 
Detection Division 

140 Promenade du Portage 
Phase IV, Hull, Quebec 

K1A 0J9 

Tel. (819) 997-3970 

Fax (819) 994-4799 


How to complete 
the INS 5097 


Note: 


The following instructions only 
apply to the completion of the 
“Request for payroll information”’ 
INS 5097. For details on how to 
complete the Record of Employ- 
ment, refer to the table of contents, 
page ii. 


1 Header information 


The header on the ‘‘Request For Payroll 
Information’’ (INS 5097) provides you 
with: 


= The Program type (CPA/RFS or ROH); 
The Case Number (a CEC reference); 
The name of the employee/claimant; 


The Badge or Payroll number that you 
recorded on the ROE; 


uw The employee/claimant Social Insur- 
ance Number (SIN); 


u The date the INS 5097 was prepared; 
mw The date we expect your reply; 


a The Benefit Period Commencement 
date of the claim for UI Benefits in 
question; 


ms A telephone number that you may call 
for assistance, usually of the person 
who sent you the form. 


2 Address block 


On the left hand side of the address block 
your address as the employer should 
appear. On the right the address of the 
Canada Employment Centre where the 
form is to be returned will appear. With 
the form you should have received a 
return envelope. Please ensure that the 
address of the Canada Employment Centre 
(CEC) appears in the return envelope 
window when returning the completed 
form. 
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3 Text block 
Front of form 


Please read the text very carefully. First 
you are asked to check the box YES or 
the box NO to the question ‘‘Did this 
person work and/or have earnings for the 
week(s) shown below’’? 

If the person indicated on the form 
worked during a period for which no 
earnings were paid this also must be 
reported, (ie: salesperson). In these situ- 
ations a clarifying comment on the reverse 
of the form will help. Secondly, you are 
advised that it is essential that you report 
all GROSS earnings on a CALENDAR 
WEEK basis from SUNDAY to SATUR- 
DAY. This is extremely important as UI 
Benefits are paid from Sunday to Satur- 
day. This may necessitate that you obtain 
the information from your time records. 

Thirdly, you are asked to return the 
form by a specific date. If the form is not 
returned by this date it could result in a 
second form being sent to you. 


4 Payroll data block 


There are three sections in the ‘‘Payroll 
Data’’ block, each with three columns. 
The first column of each section is for 
office use only. 

The second column of each section 
shows the Sunday date of the week for 
which information is being requested. 


Note: 


It cannot be stressed too often that 
all earnings must be reported ona 
calendar week basis from Sunday 
to Saturday. 


The third column in each section is to 
be completed by you. All GROSS earn- 
ings must be reported, even though they 
may not be insurable. 

You will note that the weeks requested 
run consecutively across the page and not 
down. 


5 Message block 


This block was designed to deliver a num- 
ber of messages to you the employer con- 
cerning the reasons why the employee’s 
employment was terminated. 


ie: You issued a Record of Employ- 
ment indicating that the reason for 
separation was ‘‘Other’’. Please 
provide an explanation on the 
reverse of this form. 


To reply to these messages, or to pro- 
vide any other information we ask that 
you complete the ‘‘Additional Informa- 
tion’’ section on the reverse of the form. 

It is important in cases where the rea- 
son for separation may be an issue that 
you provide all information that led to the 
employee’s termination. 


6 Other monies paid 


On the reverse of the INS 5097 we request 
that you provide information concerning 
OTHER monies that may have been paid 
to the employee during any of the weeks 
shown in the ‘‘Payroll Data Block’’. 

You are also asked to indicate whether 
any of those monies that you might have 
said yes to and described above were in- 
cluded in the gross earnings that you 
reported in the ‘‘Payroll Data Block’’. 

A list of the types of earnings that we 
ask you to report are shown on the reverse 
side of the INS 5097. 

It is important that you take the time 
to list and describe any additional monies 
paid, they may be earnings under the UI 
Act/Regulations. 


7 Additional 
information block 


This block is used primarily to report any 
information concerning the employee’s 
reason for separation. It should also be 
used to explain any additional earnings 
that may have been paid or to provide any 
other information that may assist us in 
protecting the integrity of the UI Fund. 
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8 Privacy/confidentiality 
of information block 


This block provides you with information 
concerning the claimant’s right of access 
to the information you are providing. 

The information you provide is con- 
fidential. Its use is restricted to the 
administration of the UI Act. 

Your co-operation is essential to pro- 
tect the integrity of the UI fund to which 
you are a contributor. 


9 Certification block 


It is extremely important to complete the 
INS 5097 certification block. 

It not only provides us with the neces- 
Sary certification that the information 
provided is correct, but provides us with 
a contact person should additional infor- 
mation be required. Please ensure that 
you sign the form and include your tele- 
phone number. 

This is important not only for us but 
for you. It saves time, a valuable com- 
modity in today’s limited resource 
environment. 


Note: 


Should you require further informa- 
tion or assistance in completing the 
INS 5097, please contact your 
local Canada Employment Centre, 
Investigation and Control Section. 


ai i i a ll 
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Vous pouvez utiliser le verso de ce formulae pour reponare ou fournir de 
_ information additionnelle. 


VERSO 


43 (06-04) 60S SNI 
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| Reason for payment 


Were other monies paid, such as vacation pay, sick leave, 
maternity leave, wage loss insurance, severance pay, 
commission, Ups, bonus, étc., during any of the weeks shown 
on the reverse’? = oe 


~ Amount paid 


Date paid 


Were these monies included in the gross earnings shown on the 
front of this form? : oe 


| |v [v0 


ADDITIONAL INFORMATION / INFORMATION ADDITIONNELLE 
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Est-ce que d'autres sommes ont été versees telles que pale de 
vacances, congés de maladie, congés de maternitée, assurance- 
salaire, indemnité de depart. commissions. pour-boires, bonis, 
etc., pendant nimporte laquelle des semaiines indiquées au 
verso? oe oo 


« 


[Jou [] v0 


Zenre de paiement _ : 


‘Montant versé: 


Date du versement: 


_ Motif du versement 


Information collected on this form is used for the application of 
the Unemployment Insurance Benefit Pragram. Its collection is 
authorized under section 94 (10) of the Unemployment 
Insurance Act. Under the Privacy Act, individuals have the right 
to access their Unemployment Insurance files which will include 
this form once completed. — oe 


The Commission undertakes to respect the confidentiality of the 
information obtained on this form and to use this information 
solely for the purpose for which it is obtained. For more 
information refer to the index of personal information banks 
available at most post offices quoting registration number 
EIC/P-PU-005 or EIC/P-PU-150. 2 


YOUR COOPERATION IN COMPLETING THIS FORM 
ACCURATELY ASSISTS TO ENSURE THAT BENEFITS ARE 
PAID ONLY TO THOSE ENTITLED TO RECEIVE THEM. 


Les renseignements recueillis sur le present formulaire sont 
utilises aux fins de l application du Régime d assurance- 
chémage. Leur collecte est autorisée en vertu de larticle 94 (10) 
_de la Loi sur fassurance-chémage. En vertu de la Loi sur la 
protection des renseignements personnels, chaque personne a 
le droit de consulter ses dossiers d assurance-chémage 
incluant le présent formulaire, une fois compléte. 


La Commission s engage a respecter le caractere contidentiel 
des renseignements obtenus sur le present formulaire et 
d'utiliser ces renseignements uniquement aux fins pour 
lesquelles ils ont été obtenus. Pour plus d information, veuillez 
consulter le Repertoire des fichiers de renseignements 
personnels EIC/P-PU-005 ou EIC/P-PU-150 disponible dans la 
plupart des bureaux de poste. 


REMPLIR CE FORMULAIRE AVEC PRECISION CONTRIBUE A 
NOUS ASSURER QUE DES PRESTATIONS NE SONT PAYEES 
QUA CEUX QUI ¥Y ONT DROIT. 


CERTIFICATION / ATTESTATION 


| hereby certify that | am authorized to sign on behalf of the 
employer and that the information concerning the employment 
and earnings of the aforementioned person is correct. 


PRINT NAME / IMPRIMER NOM 


Je déclare par la présente étre autorise(e) a signer au nom de 
Vemployeur et que les renseignements concernant | empioi et la 
rénumeration de la personne precitee sont exacts. 


SIGNATURE 


Le ae ® 


AREA CODE TEL NO WN DE TEL 
IND REGIONAL 


POSITION. TITRE OU FONCTION 


Notes 


Notes 
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Record of Employment advisors 
— information on the Record of Employment 


Se eee ee eee ee ee 


British Columbia - (Area Code 604) 


Vancouver Help Line 666-3196 
(8:30 a.m. to 4:30 p.m.) 

Burnaby 437-3761 
Campbell River 286-6212 
Chilliwack 792-1371 
Coquitlam 464-7144 
Courtenay 334-3151 
Cranbrook 489-4101 
Dawson Creek 782-5877 
Duncan 748-5231 
Kamloops 372-2515 
Kelowna 762-3018 
Langley 533-1201 
Matsqui 854-2700 
Nanaimo 754-0222 
Nelson 352-3155 
New Westminster 526-4511 
North Vancouver 988-1151 
Penticton 492-3848 
Port Alberni 724-0151 
Prince George 561-5200 
Prince Rupert 624-9671 
Regional H.Q. 666-0142 
Richmond 273-6431 
Saanich 727-6551 
Surrey 590-3346 
Terrace 635-7134 
Vancouver Centre 681-8253 
Vancouver East 291-1674 
Vancouver South 324-1142 
Vancouver West 732-1311 
Vernon 545-2125 
Victoria 363-3488 
Williams Lake 392-4184 


Yukon Territory - (Area Code 403) 


Whitehorse 667-5050 
Alberta - (Area Code 403) 
Calgary 292-5125 
Camrose 672-5597 
Edmonton 495-4722 
Edson 723-3326 
Fort McMurray 743-2258 
Grande Prairie 532-4411 
Lethbridge 

Local calls 382-3132 


Long distance 1-800-561-3992 


Lloydminster (306) 825-6291 
Medicine Hat 528-6823 
Red Deer 341-7134 
St. Paul 645-2170 
Slave Lake 


849-8203 


Northwest Territories 

Yellowknife (403) 920-8405 
Saskatchewan - (Area Code 306) | . 
780-5000 


Regina and local areas 
All other Saskatchewan 


locations 1-800-667-7554 


Manitoba - (Area Code 204) 


Brandon 
Dauphin 

Flin Flon 
Morden 

Portage la Prairie 
Selkirk 
Steinbach 

The Pas 
Thompson 
Winnipeg Centre 
Winnipeg East 
Winnipeg West 
Winnipeg North 
Winnipeg South 
St. Boniface 
Other 


726-7743 
622-4002 
687-9229 
822-4491 
239-8412 
785-6219 
326-1371 
623-8716 
677-7118 
983-3094 
983-7208 
983-5757 
983-3237 
983-6675 
983-5813 
1-800-663-0983 


Ontario 

Brantford 

Hamilton (Local calls) 

Kitchener 

London 

St. Catharines 

Toronto 
(Serving the Toronto 
metropolitan area) 

Windsor 

All other Ontario 
locations (Excluding 
Area Code 807) 
Area Code 807 only 
(Call collect) 


(519) 756-6101 
(905) 572-2796 
(519) 571-5651 
(519) 645-5904 
(905) 688-3663 
(416) 954-8514 


(519) 944-5000 


1-800-263-8364 
(905) 572-2796 


Québec 
Alma 

Amos 

Baie Comeau 
Berthierville 
Brossard 
Cap-aux-Meules 
Causapscal 
Chambly 
Chandler 
Chateaugay 
Chicoutimi 
Cowansville 
Dolbeau 
Dorion 
Drummondville 
Gaspé 
Gatineau 
Granby 

Hull 

Joliette 
Jonquiére 

La Baie 
Lachute 

La Pocatiere 
La Sarre 
Laval 

Lévis 
Longueuil 
Magog 
Matane 
Mont-Laurier 
Montréal 


(418) 668-7981 
(819) 732-3231 
(418) 295-3600 
(514) 836-3793 
(514) 283-3450 
(418) 986-5415 
(418) 756-3464 
(514) 283-3450 
(418) 689-3381 
(514) 283-3450 
(418) 693-8870 
(514) 263-0505 
(418) 276-0633 
(514) 283-3450 
(819) 477-4150 
(418) 368-5517 
(819) 994-7151 
(514) 378-0171 
(819) 994-7151 
(514) 756-1094 
(418) 693-8870 
(418) 693-8870 
(514) 562-3791 
(418) 856-2041 
(819) 333-5444 
(514) 283-3450 
(418) 833-8200 
(514) 283-3450 
(819) 843-3361 
(418) 562-2876 
(819) 623-5811 
(514) 283-3450 


(418) 392-4431 
(418) 648-7882 


New Richmond 
Québec Métro 


Repentigny (514) 283-3450 
Rimouski (418) 722-3200 
Riviere du Loup (418) 862-9510 
Roberval (418) 275-0361 
Rouyn (819) 764-6711 
Sept-Iles (418) 962-5501 
Sherbrooke (819) 564-5830 
Sorel (514) 743-0051 


Ste-Anne-des-Monts 
St-Eustache 


(418) 763-3305 
(514) 283-3450 


St-Hubert (514) 283-3450 
St-Hyacinthe (514) 773-7481 
St-Jean (514) 283-3450 
St-Jérome (514) 436-4230 
Ste-Agathe (819) 326-4300 
Ste-Théreése (514) 283-3450 
Terrebonne (514) 283-3450 


Thetford-Mines 
Trois-Rivieres 
Val d’Or 


(418) 335-2972 
(819) 379-6510 
(819) 825-5640 
Valleyfield (514) 373-6220 
Ville St-Georges (418) 228-8806 


New Brunswick - (Area Code 506). 


Bathurst 548-7458 
Campbellton 789-4543 
Edmundston 739-0223 
Fredericton 452-3624 
Moncton 851-6034 
Newcastle 627-2036 
Saint-John 636-4409 
Shediac 533-5008 
St. Stephen 465-2057 
Woodstock 325-3242 


Prince Edward Island - (Area Code 902) 


Charlottetown 368-0513 
Montague 838-3315 
Summerside 888-6840 
Nova Scotia - (Area Code 902) 

Amherst 661-6622 
Antigonish 863-7024 
Bedford 426-5472 
Bridgewater 527-5553 
Dartmouth 426-5690 
Digby 245-5308 
Halifax 426-1965 
Kentville 679-5748 
New Glasgow 755-7803 
Port Hawkesbury 625-4103 
Sydney 564-7252 
Truro 893-0021 
Windsor 798-5701 
Yarmouth 742-0824 
Newfoundland and Labrador - (Area Code 709) 
Clarenville 466-3241 
Corner Brook 637-4206 
Gander 256-6517 
Grand Falls 292-5126 
Happy Valley 896-3324 
Harbour Grace 596-9148 
Marystown 279-5633 
St-John’s 772-6179 
Stephenville 643-5681 


If your questions do not pertain to completion of the Record of Employment, 
please contact your nearest Canada Employment Centre. 
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The Record of Employment - 1995 


This guide gives you 
general information on 

the Record of Employment 
(ROE) and step-by-step help 
in its completion. 


It will help you complete an ROE no matter what 
kind of pay period you use. 

If you require further information on the ROE, 
contact the ROE advisor serving your area or your 
nearest Canada Employment Centre (CEC). The 
location and telephone number of ROE advisors are 
listed on the opposite page. It may be possible to 
arrange for a personal visit to your premises or for 
your participation in a group ROE seminar. 

If you have questions regarding the insurability 
of employment or unemployment insurance 
premium deductions, please refer to the Employers’ 
Guide to Payroll Deductions: Basic Information or 
the Payroll Deductions Tables (separate booklet for 
each province) published by Revenue Canada or con- 
tact your local Taxation Office. 
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What’s newin1995?_ = The minimum and maximum insurable earnings have changed 
effective January 1, 1995. 


Pay period Earnings in 1995 
A first 
earnings 
In order to improve quality of ser- S or from 


Code K — Workforce reduction 


A workforce reduction is a process 


(a) that is initiated by the employer; . 


vice, Revenue Canada and Human weekly 15 hours} 815.00 (b) that has as its objective a perma- 
Resources Development Canada biweekly 30 hours| 1630.00 nent reduction in the overall num- 
have joined efforts to produce the canenontily (95646 53 howe (765 68 ber of employees: 
attached publication. This publi- ve : . Be that offers employees the option 
cation combines the 1994 Update oe sol to leave employment voluntarily; 
of ‘‘The Employers’ Guide to Pay- 13 pay periods | 652.00 60 hours| 3260.00 and 
roll Aeductions: Basic Informa- st the elements of which, including 
tion’’ and the ‘‘Employer Guide - the elements described in (a) to 
How to complete the Record of : j (c), are documented by the 
Employment 1995”. Important information for employer. 
employers who must reduce 
‘ : their workforce You should indicate in the ROE com- 
This partnership pollows the fede- : : ments section #22 “to preserve the 
ral government’s one-window ‘s pee eo ees Mey job of a co-worker under a workforce 
approach to serving clients and, at Ce. by ee Wart reduction process”. Monies received 
i bY a ti pero mee made to your workforce. In these must be indicated on the ROE. 
LE eee eet cases, you may reach agreements Further information on Workforce 
with your employees as to who will Reduction is available at Canada 
stay, who will leave and what compen- © Employment Centres and in our book 
sation will be offered to those who “Unemployment Insurance - 
leave. Employers — Make the program 
To help employers and employees work for you” (IN-019). 


forced to go through this process, the 
Unemployment Insurance (UI) legisla- 
tion permits workers who agree to 
leave their jobs to preserve the jobs 


of co-workers to qualify for benefits. important message for 

Further information on workforce employers with multiple 
reduction is available at Canada payroll locations. 
Employment Centres and in our book 
“Unemployment Insurance - Would you please ensure that all pay- 
Employers — Make the program roll offices in your organization obtain 
work for you” (IN-019). a copy of the Employer guide - How 


to complete the Record of Employ- 
ment (IN 327-10-94E) from each 
location’s nearest Canada Employ- 
ment Centre. 


As a general rule 


A Record of Employment must be 
issued within 5 days following the last 
day worked. 


See particular situations on page 1. 
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Common questions 


Question: Answer: 

= How dol obtain a supply of Record of m Please see page 2 of this guide. 
Employment forms? 

u Does the employee require the ROE to a No. An employee should be encoura- 
apply for UI benefits? ged to apply for UI benefits without 

delay. However processing of the 
employee’s claim will be delayed until 
the ROE is received. 

a Do I have to show vacation pay in m Yes. The gross amount of monies, like 
block 17 if I have included it in pay vacation pay or wages in lieu of notice, 
period #1, block 15 of the ROE? must always be shown in block 17 even 

if all, part or none of the amount is 
insurable. 

w What should I do if monies such as w As these payments may have an effect 
severance pay, vacation pay, retro- on UI benefits, another ROE may be 
active pay increase are paid to an indi- required. Contact the ROE advisor ser- 
vidual after termination of employment ving your area or your local CEC for 
but were not reported on the ROE? guidance concerning your particular 

case. 

ws Can I change my pay period type, for a The type of pay period used is entirely 
example, from semi-monthly to weekly, at the discretion of the employer. 
without affecting the entries in blocks If an ROE covers two types of pay 
15 and 16? periods, the number of weeks of insu- 

rable employment and the amount of 
insurable earnings must be recorded in 
the same manner used for deducting UI 
premiums. 

If assistance is required to complete 
the ROE, please contact the ROE advi- 
sor serving your area or your local 
CEC, 

ms When the pay period began in 1994 but a If the pay period extends into 1995, the 
ended in 1995, do I record the 1994 or 1995 maximum ($815) must be used. If 
1995 maximum insurable earnings on the pay period ended in 1994, and the 
the ROE? payments were made in 1994, the insur- 

able earnings reported on the ROE 
should not exceed the 1994 maximum 
($780). However, if the payments were 
made in 1995, the 1995 maximum must 
be used. 

gw What should I do with void or cancel- w Destroy the form(s) by hand or 
led ROE forms? machine shredding. Make a note of the 

serial number(s) of those destroyed and 
retain with your payroll records. 

a Should monies put into an RRSP, GIC w Yes. All monies considered paid to the 


or other form of investment on behalf 
of an employee due to termination of 
employment be recorded on the ROE? 


employee should be recorded on the 
ROE in #17C. 
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Part 1 1 


The Record of Employment 


(ROE) 


1 What is an ROE? 


The ROE is the form each employer must 
complete for every employee who stops 
working in insurable employment. 

Human Resources Development Canada 
uses the employment history information 
on the ROE to decide if a person quali- 
fies for UI benefits, what the benefit rate 
should be and how long a person is eligi- 
ble for these benefits. 

ROE information is also used to detect 
fraud and abuse of the UI program. The- 
refore you can understand that accurate 
ROE information is very important and 
will cut down on the number of follow- 
up phone calls from the Commission. 


2 When should you 
issue an ROE? 


Generally, an ROE must be issued within 
five calendar days of an employee’s inter- 
ruption of earnings or the day you 
become aware of the interruption, whi- 
chever is later. 

To help you issue an ROE in time, if 
necessary, you may estimate the earnings 
of an employee’s final pay. (In such 
instances you may have to issue an amen- 
ded ROE. The Commission will advise 
you if this is required.) 


An interruption of earnings occurs when 
one of two things happens: 


1) Following a period of employment, 

there is a layoff or separation from 
that employment lasting seven consecu- 
tive days, during which an employee per- 
forms no work and has no earnings from 
the employer. 

(Remuneration for a statutory holiday 
which occurs after the last day worked, 
monies paid on separation, old age pen- 
sions, military pensions and employment 
pensions are not considered as earnings 
for the purpose of determining if there is 
an interruption of earnings.) 


2) When insured persons stop working 

because of illness, injury, quarantine, 
pregnancy or parental leave, and their 
weekly earnings (for example, paid sick 
leave) fall below 60 per cent of their 
normal weekly earnings from that 
employment. (Wage-loss indemnity pay- 
ments, whether insurable or not, are not 


considered earnings for the purpose of 
determining if there is an interruption of 
earnings.) 


Note: 


Reduced hours during a work 
week do not create an interruption 
of earnings other than in situations 
of illness, etc., as described in (2) 
above. 

Employees who regularly work a 
greater number of hours and 
accordingly are on a scheduled 
leave of absence do not 
experience an interruption of ear- 
nings whether or not the leave is 
remunerated —for example, 
employees whose work patterns 
differ from the normal five days 
work/two days off, such as: four 
days on/four days off; seven days 
on/seven days off; 90 days on/30 
days off; nine weeks on/three 
weeks off, etc. 


Layoff, dismissal or leave without pay 
Issue an ROE within five calendar days 
of the last day worked or within five 
calendar days after you learn of the inter- 
ruption of earnings, whichever is later. 


Note: 


Employees on deferred salary 
leave do not experience an inter- 
ruption of earnings. Consequently, 
records of employment are not to 
be issued. 

Such arrangements for leave 
without pay as “4/5” plans must be 
approved by Revenue Canada in 
view of possible tax implications. 
Any questions related to this sub- 
ject matter should be referred to 
Revenue Canada. 


During a mass layoff (or as a result of 
particular circumstances) you may find it 
difficult to issue a large number of ROEs 
within the five-calendar-day time limit. If 
so, contact the ROE advisor serving your 
area or your local CEC. Special arrange- 
ments can be made in these circums- 
tances. 


2 Part 1 


Part time, temporary or casual workers 
For employees who work on a part-time 
or temporary basis throughout the year 
and have frequent interruptions of ear- 
nings, an ROE need not be issued each 
time there is an interruption of earnings. 
However, employers must be able to 
provide a list of the weeks of insurable 
employment and the insurable earnings 
for each period of employment if the 
Commission asks for it. In addition, an 
ROE must be issued within the five- 
calendar-day time limit when: 


= the employee is no longer on the 
employer’s active list; 


w the employee did not work for a period 
of 30 calendar days; 


w it is requested by the Commission; or 


w it is requested by the employee and an 
interruption of earnings has occurred 
in the previous 52 weeks, or since the 
last ROE was issued, whichever is later. 


Change in company ownership 

If an employee continues to work without 
interruption following a change in 
ownership of a business, an ROE must 
be issued within the five-calendar-day 
time limit if it is requested by the 
employee or if the payroll records (cove- 
ring the employment period prior to the 
change in company ownership) are not 
transferred to the new company. 

If the payroll records are transferred 
and the new employer agrees to issue 
ROEs for all employees covering the 52 
week period prior to any other interrup- 
tion of earnings which may occur, an 
ROE need not be issued at this time 
(unless it is requested by the employee or 
the Commission). 

When the new business issues an ROE 
for an employee who continued working 
following a change in ownership, only 
one ROE is required. 


lilness, injury, quarantine, maternity or 
parental leave 

If the employee will not be receiving any 
payments from either the employer or a 
group insurance plan, the ROE must be 
issued within five calendar days after the 
employer learns that there has been an 
interruption of earnings. 


Paid sick leave 

For the employee who receives paid sick 
leave (paid by the employer using credits 
earned while working), an ROE should 
be issued when those payments stop or 
fall below 60 per cent of the employee’s 
normal weekly earnings, whichever occurs 
first. 


Wage-loss indemnity 

a) For the employee who receives pay- 
ments from a self-insured wage loss 
insurance plan (income provided 
through the employer’s payroll 
system), the ROE must be issued 
within five calendar days of the last 
day of work or within five calendar 
days after the employer learns of the 
interruption of earnings, whichever is 
later. 


b) If the employee is receiving income 
during the period of absence through 
a third party, (i.e. an insurance com- 
pany), the ROE must be issued within 
five calendar days of the last day wor- 
ked or the last day for which UI pre- 
miums were payable, whichever is 
later. 

If you have questions concerning 
the insurability of your sick leave, 
disability or group insurance plan, 
please contact your District Taxation 
Office. 


Note: 


Failure to issue an ROE within the 
time limit is a breach of Section 
105 of the UI Act. On conviction, 
the employer may be subject to a 
fine (of up to $2000.00) or impri- 
sonment (for a maximum of six 
months) or both. 
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3 How to obtain 
Records of 
Employment 


You can order blank ROEs by mail, tele- 
phone or in person from your local CEC. 

The Commission will need to know 
your employer account number, the regis- 
tered name of your firm and your 
address. If someone from your firm is 
picking up the forms, the person will be 
asked to show two pieces of identification 
(e.g., driver’s licence, SIN card, vehicle 
ownership) and sign the requisition form. 
You should keep a list of the serial num- 
bers of the blank forms. If any forms are 
lost or stolen, tell the Commission at 
once, giving the serial numbers. 

ROEs are valuable documents. For this 
reason, the supply of these forms to 
employers is controlled by the Commis- 
sion. The serial numbers of ROEs issued 
to each employer are recorded by the 
CEC. 


a Accounting firms or payroll service 
bureaus who issue ROEs for other busi- 
nesses can obtain blank ROEs using 
their own employer account number. 

Many small businesses have their 
payrolls prepared by self-employed 
bookkeepers who don’t have an 
employer number. To order ROEs, 
these bookkeepers must provide the 
Commission with the employer account 
number of a business for which they 
issue ROEs. 


Note: 


There is a special ROE form for 
self-employed fishermen called 
“‘Record of Employment Seasonal 
Fisherman/woman’’ which can be 
obtained from your local CEC. 
The ‘‘Employer guide How to 
complete the ROE: fisher- 
men/women’’ is also available and 
will help you in the completion of 
this form. 


( 
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Part 1 3 


4 Void, surplus or 
obsolete Record of 
Employment forms 
Void forms 
Before destroying the void form(s) by 
hand or machine shredding, take note of 
the serial number(s) of those to be des- 
troyed and retain with your payroll 
records. 


Surplus forms 
Unused ROEs should be returned to your 
local CEC. 


Obsolete forms 
Please do not use obsolete forms. 

The following obsolete forms should be 
destroyed: Separation Certificate (UIC 
11-64) and the long, green Record of 
Employment form (UIC 11-03). The 
Commission cannot process these forms 
because they do not give enough infor- 
mation for our current system. Use only 
the 10’’ X 11’’ Record of Employment 
form INS 2106 or EMP 2106. 


LS) Protecting 
the employee’s 
privacy 
Information collected on the ROE can be 
used in the administration of the employ- 
ment and benefit programs of Human 
Resources Development. 

It is collected by the Commission under 
the authority of the Unemployment Insu- 
rance Act. The employee to whom the 
information relates has access to the 
Commission’s copy on request. 


6 Ul, you and 

your employees 
As an employer, you have an important 
stake in how the UI program works. 

You pay premiums to the UJ Account 
— 1.4 times the employee’s premium for 
each of your employees. 

Like you, your employees also contri- 
bute to the UI program. Workers face the 
possibility of unemployment at some time 
in their lives because of a shortage of 
work, illness, pregnancy, adoption of a 
child or retirement. 

We have publications covering every- 
thing from general rights and obligations 
of claimants to special UI benefits. The 
following publications answer most 
employees’ questions about regular and 
special UI benefits: 


a Unemployment Insurance 
Regular Benefits (IN 021) 


a Unemployment Insurance 
Special Benefits 
Maternity-Parental-Sickness 
(IN 018) 


a UI and your earnings (IN 403) 


How to complete the application for 
benefits (IN 418) 


ms Unemployment Insurance — 
Employers — Make the program work 
for you (IN 019) 


Why not contact your local CEC and ask 
for copies of these publications for your 
employees or write to: 


Human Resources Development Canada 
Communications 

Public Enquiries Centre 

Ottawa-Hull 

K1A OJ9 


7 Did you know? 


The Commission’s ROE copy (blue) is 
used to maintain the integrity of the UI 
Account. The information on this copy 
is used to identify incorrect UI benefit 
payments. 

In general, the cost of the UI program 
is reduced by some $97 million a year 
through this audit activity. For this 
reason, it is important that the Commis- 
sion’s ROE copy be forwarded promptly 
to the Commission. 

There are two major programs that 
employers can join to assist in preventing 
the incorrect payment of UI benefits and, 
at the same time, to reduce the adminis- 
trative burden associated with the ROE: 


a Employers with computerized payroll 
systems can, subject to certain conditions, 
participate in the Automated Earnings 
Reporting System. This system generally 
eliminates the need for subsequent writ- 
ten payroll information requests from the 
Commission. 


w The Report On Hirings program al- 
lows the Commission to detect, more 
promptly, cases of unreported earnings. 
Some 70,000 employers are already par- 
ticipating in this program. 


Note: 


Please refer to Part 5. 


detection of incorrect payment of Ul 
benefits, please contact your local CEC 
or write to: 


Director 

Control Programs Directorate 

Control Branch 

Human Resources Development Canada 
140 Promenade du Portage 

Phase IV 

Ottawa-Hull 

K1A OJ9 
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Aw Human Resources Développement des PROTECTED WHEN COMPLETED - PROTEGE UNE FO/S REMPLI -B / 
Development Canada _ ressources humaines Canada EMPLOYER: THE GUIDE - HOW TO COMPLETE THE RECORD OF EMPLOYMENT, PROVIDES DETAILED INSTRUCTIONS 
RECORD OF EMPLOYMENT (ROE) / RELEVE D’EMPLOI (RE) EMPLOYEUR: LE GUIDE - COMMENT REMPLIR LE RELEVE D’EMPLOI, FOURNIT DES INSTRUCTIONS PRECISES rey 
IF COMPLETING THIS FORM BY HAND, USE A PEN AND PRESS FIRMLY / S/ VOUS REMPLISSEZ LE FORMULAIRE ALA MAIN, UTILISEZ UN STYLO A BILLE ET BIEN APPUYER — 


Rij EMPLOYER'S PAYROLL REFERENCE NO. 
N° DE REFERENCE DU REGISTRE DE PAYE DE LEMPLOYEUR 


3745 


REVENUE CANADA, TAXATION ACCT. NO. 
N° DE COMPTE A REVENU CANADA IMPOT 


HRD345678 


COMMUNICATION PREFERRED IN/COMMUNICATIONS DE PREFERENCE EN 
[x ENGLISH / ANGLA/S re FRENCH / FRANCAIS 
PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 
bi-weekly 


SOCIAL INSURANCE NO. / N° D‘ASSURANCE SOCIALE 


Yq SERIAL NO. OF RECORD AMENDED OR REPLACED 


SERIAL NO. / N° DE SERIE 
N° DE SERIE DU RELEVE MODIFIE OU REMPLACE 


N21368559 


ba EMPLOYER'S NAME AND ADDRESS / NOM ET ADRESSE DE L-EMPLOYEUR 


Northfork Construction Ltd 


100 Sandy Hill Road 


Clairevalle;yintario 


a) POSTAL CODE / CODE POSTAL 
ky EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE L'EMPLOYE(E) 


ad a4 


CAMA, Louise 

96 Beaton Lane 
Fosterville, Ontario 
KOA 8T9 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


Ul. PREMIUMS PAYABLE UP TO 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU'AU 


HEM A - OCCUPATION / PROFESSION FINAL PAY PERIOD ENDING DATE 
: DATE DE LA FIN DE LA DERNIERE 
Office Manager PERIODE DE PAYE 


ue STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P.P., RECORD THE FULL ASSURABLE JUSQU'A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 


P.P.. IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 P-P., CONSIGNER TOUTE LA PP. PENDANT LAQUELLE TOMBE LA 20€ SEMAINE. 
IF THE INSURABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOREACHP-P., CHECK ——__S/ LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 
HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P-P., COCHER ICI ET INSCRIRE SEULEMENT LE TOTAL ALACASE 165A. 
INSURABLE.EARNINGS | [Av FERIOD INSURABLEEARNINGS | [7 EERIOD INSURABLE,EARNINGS | PAY EERIOD INSURABLE,EARNINGS | Fv FERIOD 
REMUNERATION DE PERIODE REMUNERATION DE PERIODE REMUNERATION DE PERIODE REMUNERATION DE PERIODE 
ASSURABLE Ae ASSURABLE enige ASSURABLE pad ASSURABLE Aas t 
1 


i ah? We i LOZ ath 


LOZ Sis lo 


Sonn 


1625.15 102 Date oD 


1538.43 538.43 


INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
WHICHEVER IS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- 
MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


ua) PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


TOTAL (ROUND TO THE NEAREST DOLLAR) 
TOTAL (ARRONDIR AU DOLLAR PRES) $ aL. 5 9 5 0 (6) 


A - VACATION PAY / PAYE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
D/J M Y/A D// M Y/A D/J M Y/A 

Sin $ $ $ 

C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 
pension amount unknown rr 
overtime Paseo pha os bonus $ 1800.00 severance Soto. us 

IMPORTANT ; 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
S/ LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: OUI NON SI NON, PRECISER A LA CASE “OBSERVATIONS” 
UE: PAID SICK / MATERNITY / PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS 19 

(AFTER THE LAST DAY WORKED) REASON FOR ISSUING THIS ROE ENTER CODE 

CONGE DE MALADIE / MATERNITE / PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU RAISON DU PRESENT RELEV INSCRIRE LE CODE G 

D'UN REGIME COLLECTIF D'ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) , 

FOR FURTHER INFORMATION, CONTACT TELEPHONE / TELEPHONE 
PAYMENT POUR PLUS DE RENSEIGNEMENTS, APPELER 
START DATE B/S M WA 
DATE DE DEBUT FOR WEEKS / DAYS AMOUNT 
DU PAIEMENT POUR SEM./ JOURS MONTANT © 
20 a EC aane D/J M Y/A | AM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
THAT ALL STATEMENTS ON THIS FORM ARE TRUE. 
DATE PREVUE NOT RETURNING UNKNOWN 
Baeaieel RETOUR NON PREVU DATE NON CONNUE JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 


J'ATTESTE, PAR LES PRESENTES, QUE TOUTES LES DECLARATIONS FAITES SUR CE 
FORMULAIRE SONT VERIDIQUES. - 


VE GE ner ce — 
SIGNATURE OF 


UER / SIGNATURE 


e274 COMMENTS / OBSERVATIONS 


*SEVERANCE PAY TRANSFERRED TO RRSP 
AT EMPLOYEE'S AREQUEST. 


N. Raymdénd 


NAME OF ISSUER (please print) / NOM DU SIGNATAIRE ( en lettres moulées) 


Contact: Tammi B. Turner 


(613) 729-4563 Betti te PEY TELEPHONE NUMBER / NUMERO DE TELEPHONE [EN Bi a ea 
OLS 077 Ta 74545 2 pate |18 ; 04,95 
a 
NS 2106 (10-92) EF 
NOTE TO EMPLOYEE ALEMPLOYE(E) 
THIS IS A VALUABLE DOCUMENT. KEEP IT IN A SAFE PLACE. IF /L S‘AG/T D'UN DOCUMENT PRECIEUX — CONSERVEZ-LE EN LIEU SOR. EMPLOYEE'S COPY 
Geog YOU INTEND TO FILE A CLAIM FOR UI BENEFITS YOU SHOULD S/ VOUS COMPTEZ PRESENTER UNE DEMANDE DE PRESTATIONS, COPIE DE L'EMPLOYE(E) 
a a DO SO IMMEDIATELY. THE REVERSE OF PART 2 CONTAINS VEUILLEZ LE FAIRE IMMEDIATEMENT. D'‘IMPORTANTS RENSEIGNE- PART / PARTIE 
IMPORTANT INFORMATION. MENTS VOUS SONT FOURNIS AU VERSO DE LA PARTIE 2. 
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How to complete the 
Record of Employment 


This part of the guide takes you 
step-by-step through the ROE form 
(INS 2106 EF (11-89) or the INS 
2106 RE-P (11-89) EF). This will 
help you to complete each item cor- 
rectly. Remember that you are 
making four copies. If you are 
completing it by hand, use a ball- 
point pen and print firmly. You 
may use a typewriter if you wish. 
The form can also be completed by 
computer. 


Note: 


For instructions on how to com- 
plete previous versions of the 
ROE, please contact your ROE 
advisor. 


Common errors to avoid: 


Here we list the most common problems people have 
in completing the ROE and show you the solutions. 


Problem: 


Reporting net earnings. 


Checking the block in #15 of the ROE 
when the total insurable earnings 
(#15A) is less than the maximum 
amount for the number of weeks of 
insurable employment reported. 


Not reporting the number of insurable 
weeks. 


Solution: 


Report gross earnings (i.e., the actual 


amount before deductions are made) 
but only up to the pay period 
maximum. 

This block should only be ticked when 
the insurable earnings are at a 
maximum for each pay period. 


Remember to report the number of 
insurable weeks in block #16. 


Incorrect pay period ending date. 


Report the regular pay period ending 


date even if the employee had stopped 
working before that date. 


Mistakenly counting as weeks of insu- 
rable employment, pay weeks which 
did not meet the minimum insurability 
requirements (ie., UI premiums were 
not payable). 


Reporting earnings that are less than 


the minimum or more than the maxi- 
mum insurable earnings in a pay 
period. 


Incorrectly reporting 
Pay Period Exception. 


Count only weeks that meet the mini- 
mum insurability requirements. Be 
especially careful when dealing with 
partial pay periods. 


Check the minimum and maximum 


levels for your pay period type. 

Do not report earnings below the 
minimum insurable earnings level 
unless the employee worked the mini- 
mum hours in a pay period. (If this is 
the case, record the hourly rate of pay 
in #22 Comments section.) If earnings 
are above the maximum level do not 
show the actual earnings, but record 
only to the maximum level for your 
pay period type. 


Be careful to check whether each ROE 


entry in block 15 represents a complete 
pay period. If the employment was not 
insurable for the full pay period, enter 
the insurable earnings for each of the 
weeks or part weeks that were insura- 
ble, and a ‘‘1’’ in the Pay Period 
Exception column. 


6 Part 2 


Note: 


The numbers used in this part 
correspond to the ones appea- 
ring on the regular ROE form. 


a | Serial No. 


Preprinted serial number of the form. 


2 Serial no. of 
Record of 
Employment 
amended or 
replaced 


You only need to make an entry here if 
you are completing an ROE to amend 
information on one already issued, or to 
replace one. 

You must amend an ROE if you dis- 
cover errors after it has been released. 
When this happens, enter the serial num- 
ber of the ROE being replaced and com- 
plete the new form in its entirety. 

If an employee loses or misplaces the 
ROE and asks you for another, you may 
issue an amended ROE or you can pho- 
tocopy the one you kept with your pay- 
roll records (Employer’s copy — Part 4). 

You must countersign the photocopy 
and show a telephone number where the 
CEC can reach you to confirm that the 
copy is valid. You will have to issue a new 
ROE if the Commission asks for it. 


3 ; Employer’s payroll 
reference number 


Use this space to record your file refe- 
rence such as payroll or badge number, 
if applicable. This will help you locate 
your file copy of the ROE if a Commis- 
sion official contacts you to clarify the 
information reported on it. 


4 Employer’s name 
and address 


Enter the business name and address as 
used on your Tax Deduction — Canada 
Pension — Unemployment Insurance 
Remittance Return (Form PD7A - 
PD7AR). 


5 Employer account 
number 


Enter the same account number as used 
on your Tax Deduction — Canada Pen- 
sion — Unemployment Insurance Remit- 
tance Return (Form PD7A - PD7AR) to 
remit UI premiums for this employee. If 
you have a wage-loss plan registered with 
the Commission and you have two 
employer account numbers, one for the 
reduced rate and one for the standard rate 
of UI premiums, it is important you enter 
the employer number under which the 
employee’s premiums are remitted. 


es Communication 
preferred in 


Check the appropriate block for the offi- 
cial language of your choice. 


vf Postal code 


Please type or clearly print the postal code 
of your business address. 


8 Pay period type 


Indicate the pay period type of the final 
regular pay period in which the interrup- 
tion of earnings occurred. 

The type of pay period may be one of 
the following: weekly, bi-weekly, semi- 
monthly, monthly or 13 pay periods a 
year. Any other type of pay period, such 
as annual contracts of service or commis- 
sion sales must be reported as stated in 
Part 3 pages 21 to 27. 

If the pay period type has changed 
during the period covered by the ROE, 
show the most recent pay period type in 
Block 8 and in the Comments section, 
note the previous pay period type and 
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indicate when the change occurred. If you 
are unsure, please contact the ROE advi- 
sor serving your area or your local CEC. 


G Employee’s name 
and address 


Please enter the family name first, then 
full first name and initials. Please write 
this information clearly. Include the 
employee’s postal code, if known. 


9 A Occupation 


Give an accurate description of the 
employee’s usual occupation (two or 
more words). For example: sales clerk, 
stock clerk, auto mechanic, construction 
labourer. 


7 Social Insurance 
Number (SIN) 


It is very important to enter the 
employee’s correct SIN on an ROE. A 
claim for UI benefits cannot be proces- 
sed without it. It is used to identify and 
locate a UI claim. 

Employers are responsible for ensuring 
all employees produce their SIN card 
within three days after the employee starts 
employment. The application form for a 
Social Insurance Number (SIN), availa- 
ble at Canada Employment Centres, pro- 
vides the necessary information. The 
employee should apply for a SIN at the 
nearest CEC. 

If a new employee has previously 
applied for a social insurance number but 
cannot locate the SIN card the same pro- 
cedures as above will apply. 


1 1 First day worked 


Enter the actual day the employee started 
to work. 

If you do not know the actual first day 
worked and the employee has worked for 
you for more than two years, enter the 
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date exactly two years before the inter- 
ruption of earnings. 

If the employee has worked for you on 
several occasions, the date to be entered 
is the start of the most recent period in 
which the worker returned to work (that 
is, since you last issued an ROE to this 
person). 

When a change of business ownership 
has taken place and the payroll records 
were transferred and maintained by the 
new employer, the first day worked is the 
date the worker started work for the ori- 
ginal company. If an ROE had been 
issued previously, the date to be entered 
is the date the employee returned to work. 
If the ROE is issued within 52 weeks of 
a change of ownership, please confirm the 
change and the effective date in the 
Comments section. 

When UI premiums were payable after 
an interruption of earnings within the last 
52 weeks (such as for a vacation period, 
paid sick leave or for self-insured wage- 
loss insurance payments), enter the dates 
of the insurable weeks and the earnings 
in the Comments section. The insurable 
weeks are to be included in the total insu- 
rable weeks in #16. The insurable earnings 
should be entered in #15 if they fell within 
the last 20 insurable weeks. 


4 Last day 
worked 


Enter the actual last date the employee 
performed services. 


1 Ul premiums 
payable up to 


The date to be entered here is the last day 
for which you pay UI premiums for this 
employee. 

This is usually the date of the interrup- 
tion of earnings* and the same as the last 
day worked. 

When this date differs from the last day 
worked, briefly explain why in the Com- 
ments section (#22). 


The exceptions 


1) The last day for which UI premiums 
are payable will be before the last day 
worked when an employee has earnings 
that were not insurable in the last pay 
period of employment. For example: an 
employee may work full time up to April 
7 and part time between April 10 and 
April 21, and not earn the minimum 
amount or work the minimum hours to 
be insurable from April 10 to April 21. 
UI premiums are payable up to April 7, 
not to the last day worked (April 21). You 
would enter April 7 in #13 and in #22 
part-time between April 10 and April 21. 


2) The last day for which UI premiums 
are payable will be after the last day wor- 
ked when an employee is laid off at the 
end of a paid vacation period, gets paid 
sick, maternity, parental leave, or wor- 
kers compensation top-up payments that 
are insurable or is on paid pre-retirement 
leave. For example: an employee’s last 
day worked was May 12, but he has a 
paid vacation period from May 15 to 
May 26. UI premiums are payable up to 
May 26. Enter May 26 in #13, and in #22 
enter paid vacation period from May 15 
to May 26. 

Another example: an employee’s last 
day of work was May 12. From May 15 
to May 26, the employee received paid 
sick leave payments which were insura- 
ble. After May 26, these payments drop- 
ped below 60 per cent of his normal 
weekly earnings. In this case, enter May 
26 in #13 and enter sick leave in #22. 
3) With monthly and semi-monthly pay 
periods, the final pay period may end on 
Sunday which is a normal day of rest for 
the employee. If the contract of service 


* Please refer to Part 1, Paragraph 2: 


is considered to have ended on the last 
day of work (rather than the end of the 
pay period which extends into another 
week), the date of the last day worked will 
be shown in block 13 and the insurable 
earnings for the final pay period will be 
calculated and reported on a calendar 
week basis. However, if the contract of 
service is considered to end at the end of 
the monthly or semi-monthly period, then 
that date, i.e., the 15th or last day of the 
month will be entered in block 13. The 
insurable earnings will be calculated and 
reported accordingly. 


Note: 


If the paid sick leave payments are 
made after the date shown in #12, 
the date these payments would 
start, the number of weeks for 
which they are payable and the 
amount of the payments should be 
entered in #18 of the current ROE. 
If these earnings fall below 60 per 
cent of the normal weekly earnings 
and are still insurable, they must 
be reported on the next ROE. 


1 Final pay period 
ending date 


Indicate the actual ending date of the final 
regular pay period in which the interrup- 
tion of earnings occurred. For example, 
if an employee who is paid on a weekly 
(Wednesday to Tuesday) basis left work 
on Friday, January 6, 1995, the final pay 
period ending date would be January 10, 
1995. 

If the pay cycle has changed during the 
period covered by the ROE, this should 
be indicated in the Comments section. If 
you are unsure of the date to enter, please 
contact the ROE advisor serving your 
area or your local CEC. 
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15 insurable earnings 
by pay period 


How you complete this part will depend 
on the type of pay period you use. 

When an employee’s earnings are at the 
maximum for each pay period to be 
reported on this ROE, and there are no 
pay period exceptions, check the block 
provided (as explained in #15) and enter 
the total of insurable earnings for the pay 
periods in #15A. But before you enter the 
total remember to check to see if some of 
the 20 insurable weeks were in the pre- 
vious calendar year when the maximum 
was lower. 

When the employee’s earnings are 
below the maximum but are the same for 
a number of pay periods, you do not have 
to enter the amount for each one. Just 
write the amount in the first and last pay 
periods where the earnings are the same 
and draw lines through the blocks 
in-between. 

When the dollar value is less than the 
minimum for the pay period, but the 
employee has met the minimum hourly 
requirement and the pay period is insu- 
rable, record the employee’s hourly rate 
of pay in the comments section #22 of the 
ROE. This information will prevent con- 
tacting the employer to verify the in- 
surability of that week. 


The first entry in #15 
The first entry should record the insura- 
ble earnings for the final (most recent) 
insured pay period. Be sure to include all 
the insurable earnings, eg., vacation pay, 
etc. reported in block #17. If you used an 
estimate to determine the amount of 
insurable earnings in the final pay period, 
include the term ‘‘est.”’ beside,” the 
amount. You will have to issue an amen- 
ded ROE with the exact amount if the 
employee or the Commission asks for it. 
Employers who want to report the 
ending date of each pay period may do 
so in the Pay Period Exception column. 
However, there is absolutely no obliga- 
tion to do this. If you choose to make this 
entry and you must also enter a figure 
“1”? in that column to indicate a pay 
period exception please write the date 
above the figure. 


Note: 


Once you have entered the amount 
of insurable earnings, these figures 
must not be changed. If you make 
an incorrect entry, complete a new 
Record of Employment. The incor- 
rect ROE must be destroyed by 
hand or machine shredded. You. 
should make a note of the serial . 
numbers of any ROEs destroyed 
and retain these with your pay- 
roll records for the required six 
years. 


If, due to employer bankruptcy, recei- 
vership or financial difficulties, earnings 
were not paid, please contact your ROE 
advisor or your local CEC for guidance 
on completion of #15 and 16 on the 
Record of Employment. 

If an employee is paid by commission 
or piece-work on an irregular basis or if 
an employee is hired under an annual con- 
tract, refer to Part 3 of this guide (pages 
21 to 27). 

If an employee is paid by piece work 
or commissions on a regular pay period 
basis, follow the instructions for your pay 
period type which immediately follow this 
section. 

For instructions on how to complete 
block #15 by pay period, refer to the fol- 
lowing pages which cover weekly, bi- 
weekly, semi-monthly and monthly pay 
periods as well as 13 pay periods per year. 
Use the instructions which apply to your 
pay period. 


1205 


The Record of Employment - 1995 


Part2 9 


Weekly pay period 

If the employee has had 20 or more weeks 
of insurable employment, make an entry 
in all 20 spaces, starting with the final 
insurable pay period. If the employee had 
a week or weeks of employment that were 
not insurable, you will have to go back 
further than 20 weeks in your payroll 
records to obtain the 20 weeks of insura- 
ble earnings. If the employee has less than 


_ Weekly pay period 


20 weeks of insurable employment, enter 
the insurable earnings for each week that 
was insurable. 

There are no entries in the Pay Period 
Exception column for weekly pay 
periods. 

Remember, to be insurable a week of 
employment must meet one of the mini- 
mum requirements shown in the table 
below. No entry should be greater than 


the maximum insurable earnings ($815 in 
1995). 


Note: 


Show dollars and cents for each 
pay period entry. 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for this type of pay period. 


Weekly pay period table 
: Weekly pay period 


815.00 
780.00 


| Did employee earn at least $163.00 during the pay period? 


a rast 
Yes | | No | 


- } 
| Worked at least 15 hours in the pay week? | 


| —_ 


Pay week not insurable. 
No insurable earnings. 


One week of insurable 
employment. 


Insurable earnings up | 
to a maximum of $815.00. | 


HEM Pay PERIOD TYPE / GENRE DE PERIODE DE PAYE 


weekly 
BEDN EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE LEMPLOYE(E) JED SOCIAL INSURANCE NO. 7 N° DASSURANCE SOCIALE 
17] Z D/y M Y/A 
FIRST DAY WORKED . 
PREMIER JOUR DE TRAVAIL 27, 08),91 
D/J M Y/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 28, 04,95 
13 Ul, PREMIUMS PAYABLE UP TO piy M pas 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU’AU Od 
EM 4 - occurarion / PROFESSION MED Fal pay PERIOD ENDING DATE aN See i: 
DATE DE LAFIN DE LA DERNIERE 28, 04,95 
PERIODE DE PAYE 4 > | 


JEES STARTING WITH THE FINAL PAY PERIOD (PP), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY. SEMI-MONTHLY AND 13 P-P., RECORD THE FULL 
PP. IN WHICH THE 20th WEEK FALLS 

IF THE oe EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACHP-P., CHECK 


HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A 
INSURABLE,EARNINGS | FAY PERIOD INSURABLE EARNINGS 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
ASSURABLE JUSQU'A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 
SUELS ET CEUX COMPTANT 13 P.P. CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 20€ SEMAINE. 
S/ LA REMUNERATION ASSURABLE A DECLARER. hore AU MAXIMUM AU 


COURS DE CHAQUE P.P., COCHER IC/ ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A 


PAY PERIOD PAY PERIOD PAY PERIOD 
INSURABLE, EARNINGS INSURABLE EARNINGS 
PP REMUNERATION BCE DON GI REMUNERATION BONA Pe REMUNERATION ee OMS MERE REMUNERATION Pee 
ASSURABLE HE BAYE ASSURABLE REBATE [ _AssuRABLE Beye ASSURABLE pe 
2 
1 3 4 
815.00 i 8... SD PLS a5 5 718.35 
5 6 7 8 
(Uses Sis) 745.00 TL S8i55 TUS 355 
9 10 11 12 
Okie Os Oreo USE SS L185 35 
1 14 15 16 
653.85 718. 35 WA 8.9515 TMS 
17 18 19 20 
iA SS) | TUS resis 695.,.49 OS Sng 
15 16 | INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED 
TOTAL (ROUND TO THE NEAREST DOLLAR) 
WHICHEVERIS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- 
TOTAL (ARRONDIR AU OOLLAR'PRES) SI a Suro Oro MAINES OU DEPUIS LE DERNIER RE. LE NOMBRE LE MOINS ELEVE ETANT RETENU | Seay? | 


PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES AUNE DATE ULTERIEURE 


A - VACATION PAY / PAYE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR/S) FERIE(S) PAYE(S) POUR LE(S) 
Ov M Y/A O/J M Y/A D/J M Y/A 


$ O18 8'5 $ $ Is 


C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PREC/SER) 


IMPORTANT | 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD Yes NO IF NO, EXPLAIN IN COMMENTS SECTION 
ou!___|__] NON_S/. NON. PRECISER A LA CASE “OBSERVATIONS 
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Bi-weekly pay period 


Bi-weekly pay period 
(earnings calculated and 
paid every two weeks) 


In a bi-weekly pay period there are two 
pay weeks. For example if the pay period 
is the Ist to 14th, pay week one would be 
the Ist to 7th and pay week two the 8th 
to 14th. 

In this type of pay period, earnings are 
insurable for both weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($326 or 30 hours in 1995), 

When the earnings and hours worked 
in the complete pay period do not meet 
the minimums for this type of pay period 
(see table), averaging the earnings over 
the bi-weekly pay period is not permitted. 
In these cases, determine the actual ear- 
nings and hours worked during each pay 
week of the pay period and apply the 
weekly minimums. If only one pay week 
meets the minimum requirements of $163 
or 15 hours, enter the figure ‘‘1’’ in the 
Pay Period Exception column and enter 
the insurable earnings for that week (up 
to the weekly maximum). 

For example, if the total hours and ear- 
nings for a bi-weekly pay period is 28 
hours and $206 (under the bi-weekly mini- 
mums) you would have to look at each 
pay week individually to see if either week 
met the minimum weekly requirements. 
In this example, the employee worked 20 
hours and earned $150 in the first pay 
week, while in the second pay week the 
person worked 8 hours and earned $56. 
Using the weekly minimums, the first pay 
week is insurable but the second pay week 
is not. Therefore the ROE entry for this 
bi-weekly pay period would be $150 in 


OG) \ed 


the insurable earnings column and 
(representing the first pay week) in the 
‘*Pay Period Exception’’ column. 

If the employee has had 20 or more 
weeks of insurable employment, you will 
have to record the earnings for at least 10 
pay periods, starting with the final pay 
period. More than 10 entries will be nee- 
ded if one week in any pay period was not 
insurable. 

When an employee has more than 20 
weeks of insurable employment, the 20th 
week may not fall in a complete pay 
period. If the insurable earnings for only 
one week are needed to cover the 20th 
week, the amount to be entered in #15 will 
be 
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the total insurable earnings in the bi- 
weekly pay period divided by two. The 
figure ‘‘1’’ should be entered in the Pay 
Period Exception column. 

If the employee has less than 20 weeks 
of insurable employment, enter the insu- 
rable earnings for each complete and par- 
tial pay period. 


Note: 


Show dollars and cents for each 
pay period entry. 


Bi-Weekly pay period table 


or $ 


Maximum 


Poss | 30 326.00 | 1630.00 


a eT 


The following chart will help you determine weeks of insurable 
employment and insurable earnings in this type of pay period. 


Bi-weekly pay period 


| Did the person work 

or | oe 

| Did the person have §=}——_— 7 No | 

earnings in each week of | 

the pay period? | | 
| 


ea 
[ Yes | 
a 1 7 = = = A ——— —} 


Did the person work Did the person work 
| at least 30 hours for at least 15 hours 
| 
| 


| 
| 
| 


; PF H No 1 oF | 
Did the person have \___| | Did the person have | 
earnings of at least | earnings of at least $163 | 
$326 in the pay | in either pay week? 
period? ame ; 7 nr 
Hoa? a TN eT the Ve 
| Yes | | Yes | No | 
Je [Regn 3 AM meets Spt iris.» [= 2 
Two weeks of One week of | Pay period 
insurable insurable | not insurable. 
employment. employment. || No insurable 
Insurable Insurable | | earnings. | 
| earnings up to earnings up to a Soon 
| amaximum ——_—s maximum of $815. 
of $1630. | _ Show a ‘1’? in 
a] ar Sao ee Pay Period 


Exception column. | 
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Bi-weekly pay period 


PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 


Ul. PREMIUMS PAYABLE UP TO 
COTISATIONS D‘ASSURANCE-CHOMAGE 
PAYABLES JUSQU‘AU 


EY A - OCCUPATION / PROFESSION Buled FINAL PAY PERIOD ENDING DATE 
DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 


STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P.P., RECORD THE FULL ASSURABLE JUSQU‘A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 
P.P., IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 P.P., CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 208 SEMAINE. 
IF THE EBs EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P., CHECK SI LA REMUNERATION ASSURABLE A aie Cee AU MAXIMUM AU 


HERE AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P.P., COCHER ICI ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A. 


INSURABLE.EARNINGS | PAY PERIOD INSURABLE.EARNINGS | PAY PERIOD INSURABLE EARNINGS free INSURABLE EARNINGS | FAY PERIOD 
REMUNERATION DE PERIODE REMUNERATION DE PERIODE REMUNERATION DE PERIODE REMUNERATION DE PERIODE 


ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE ASSURABLE DE PAYE 
ra 


16 
INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
lal ieee, el alge aly WHICHEVER IS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- 
( ) $10 MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 
PPA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE ; 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES AUNE DATE ULTERIEURE 


A - VACATION PAY / PAYE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
D/J M Y/A D/J M Y/A 


$ 349.16 $ 


é 

3 
00 }. 00 560.00 
00 


560. 
560. 


C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: NO IF NO, EXPLAIN IN COMMENTS SECTION 
SI LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: ’ NON SI NON, PRECISER A LA CASE “OBSERVATIONS” 


GE} PAID SICK / MATERNITY / PATERNITY LEAVE OR GROUP WAGE LOSS INDEMNITY PAYMENTS » 


ENTER CODE 


(AFTER THE LAST DAY WORKED) REASON FOR ISSUING THIS ROE 
INSCRIRE LE CODE 


CONGE DE MALADIE / MATERNITE / PATERNITE PAYE OU INDEMNITES PAYABLES EN VERTU RAISON DU PRESENT RELEVI 
D'UN REGIME COLLECTIF D'‘ASSURANCE-SALAIRE (APRES LE DERNIER JOUR DE TRAVAIL) 


A 


FOR FURTHER INFORMATION, CONTACT TELEPHONE / TELEPHONE 
PAYMENT POUR PLUS DE RENSEIGNEMENTS, APPELER 
START DATE om iM 


DATE DE DEBUT WEEKS / DAYS AMOUNT 

DU PAIEMENT SEM. /JOURS MONTANT 

BI EXPECTED DATE 0yJ TAM AWARE THAT IT IS AN OFFENCE TO MAKE FALSE ENTRIES AND HEREBY CERTIFY 
OF RECALL THAT ALL STATEMENTS ON THIS FORM ARE TRUE. 
DATE PREVUE pee el ih st SUSE JE RECONNAIS QUE TOUTE FAUSSE DECLARATION CONSTITUE UNE INFRACTION ET 
DE RAPPEL DATEINON:CONNOE JATTESTE, PAR LES PRESENTES, QUE TOUTES LES DECLARATIONS FAITES SUR CE 

P24 COMMENTS / OBSERVATIONS FORMULAIRE SONT VERIDIQUES. 


SIGNATURE OF ISSUER / S/GNATURE 


PPS - EMPLOYEE WORKED 20 HOURS 
AT $7.00 HOUR 


NAME OF ISSUER (please print) / NOM DU SIGNATAIRE | en lettres moulées) 
PEW TELEPHONE NUMBER / NUMERO DE TELEPHONE 


INS 2106 (10-92) EF 


NOTE TO EMPLOYEE ALEMPLOYE(E) : 
THIS IS A VALUABLE DOCUMENT. KEEP IT IN A SAFE PLACE. IF —/. SAG/T D'UN DOCUMENT PRECIEUX — CONSERVEZ-LE EN LIEU SOR. EMPLOYEE'S COPY 
fen YOU INTEND TO FILE A CLAIM FOR UI BENEFITS YOU SHOULD S/ VOUS COMPTEZ PRESENTER UNE DEMANDE DE PRESTATIONS, COPIE DE L EMPLOYE(E) 
ada DO SO IMMEDIATELY. THE REVERSE OF PART 2 CONTAINS  VEUILLEZ LE FAIRE IMMEDIATEMENT. D'IMPORTANTS RENSEIGNE- PART / PARTIE 
IMPORTANT INFORMATION. MENTS VOUS SONT FOURNIS AU VERSO DE LA PARTIE 2 
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Semi-monthly pay period 


Semi-monthly pay period 

The table below may be used to convert 
complete semi-monthly pay periods into 
weeks of insurable employment. There 
are 2 1/6 weeks of insurable employment 
for each complete semi-monthly pay 
period (52 weeks divided by 24 = 2 1/6). 


Note: 


Partial pay periods (where insura- 
bility was calculated on a weekly 
basis) must be added after the con- 
version. 


Note: 


In asemi-monthly payroll, your pay- 
roll ending dates fall on the 1 5th of 
each month, and the last day of 
each calendar month. 


For this type of pay period, earnings 
are insurable for all weeks in the pay 
period if the employee either worked or 
had earnings in each week and part-week 
and the earnings received or hours wor- 
ked are at least the minimum for the pay 
period (see the appropriate table below). 
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If the earnings and hours worked do 
not meet the minimum for this type of 
pay period or if the employee did not 
work or have earnings in each week and 
part-week of the pay period, insurability 
must be determined on a calendar week 
basis (Sunday to Saturday). Enter the 
insurable earnings for each of the calen- 
dar weeks or part weeks that were insu- 
rable, i.e., that meet the minimum weekly 
requirements (see table on page 29). Put 
a figure ‘‘1’’ in the Pay Period Exception 
column for each of the insured weeks. 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least 10 semi- 
monthly pay periods, starting with the 


1205 


serilecniaals | pay period table 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for semi-monthly pay 
periods. 


Maximum 


1765.83 
1690.00 


Semi-monthly pay period 


| Did the employee work 
or 
Table for semi-monthly pay period | Did the employee have voi 


earnings in each week and 
Weeks of insurable employment 
| at least 15 hours in any 


part-week of the pay 
period? 

Number of complete Equivalent weeks of = calend k rt 

: : alendar week or part- 

semi-monthly pay periods insurable employment | Yes | week in the pay period 


or 
Did the employee have 
earnings of at least $163 
ail in any calendar week (Sun. 
~ | - Sat.) or part-week in the | 
pay period? 


ie 


| Did the employee work for 


c Did the employee work for 
| at least hours 
| 
| 


Did the recerreere have 
earnings of at least 
ER 16 in the pay Period? | 


z | 
o | 


-—_—— 


s- 


One insured week for each calendar | 

yazan week in the pay period in which one | —1—_ 

[ Yes | of the minimum requirements has | | No _ 

| | been met up to a maximum of $815 ie § 

per week (enter ‘‘1’’ in the Pay 

| | Period Exception column for 
pen insured ee oe 


| 


| 
J 


; Semi-monthly pay period | Pay period is not 
is insured (2 1/6 weeks) up | insurable. 
‘to a maximum of $1765.83. | | No insurable earnings. | 
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final pay period. More than 10 entries will 
be needed if one or more pay periods was 
not complete (i.e., insurability was calcu- 
lated on a calendar week basis). 

If the employee had less than 20 weeks 
of insurable employment, enter the insu- 
rable earnings for each complete and par- 
tial pay period. 


Note: 


Show dollars and cents for each 
pay period entry. 


Ey EMPLOYEE’S NAME AND ADDRESS / NOM ET ADRESSE DE L’EMPLOYE(E) 


= 


bic 


Ey A - OCCUPATION / PROFESS/ON 


Ue STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EAHNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P.P.. RECORD THE FULL 
P.P., IN WHICH THE 20th WEEK FALLS. 

IF THE (Ege EARNINGS TO BE REPORTED ARE AT THE MAXIML'1 FOR EACH P.P., CHECK 


HERE 


PAY PERIOD 

EXCEPTION 

DE PERIODE 
DE PAYE 


INSURABLE EARNINGS 
REMUNERATION 
ASSURABLE 


302.14 
1661,.83 
LoS oe 2 


TOTAL (ROUND TO THE NEAREST DOLLAR) 
TOTAL (ARRONDIR AU DOLLAR PRES) 


AND ENTER ONLY THE TOTAL IN BLOCK 15A. 


INSURABLE EARNINGS 
REMUNERATION 
ASSURABLE 


SEL a yee ese. (+O 
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Semi-monthly pay period 


Note: 


lf the employee has 20 weeks or 
more of insurable employment, the 
last entry should be the amount of 
insurable earnings for the pay 
period in which the 20th week of 
insurable employment falls. You 
are no longer required to calculate 
the insurable earnings for the 20th 
week as this calculation is now 
made by Commission staff. 


3 | PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 


aa 


semi-monthly 
be} SOCIAL INSURANCE NO. / N° D'ASSURANCE SOCIALE 


-456-789 
11 D/J M Y/A 
FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 
0 re QO 4 
12 D/J M Y/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL OVO 95 
UES U, PREMIUMS PAYABLE UP TO YA a We 
COTISATIONS D’ASSURANCE-CHOMAGE 07,04 
PAYABLES JUSQU ‘AU 
Ua FINAL PAY PERIOD ENDING DATE eye w Vis 
DATE DE LAFIN DE LA DERN. 
PERIODE DE PAYE 15,04, 95 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 


SUELS ET CEUX COMPTANT 13 P.P., CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 208 SEMAINE. 


PAY PERIOD 

EXCEPTION 

DE PERIODE 
DE PAYE 


INSURABLE EARNINGS 
REMUNERATION 
ASSURABLE 


1,6:6:1e.58-5 
TOO .85 
bs lec Be OS) 


S/ LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 
COURS DE CHAQUE P.P., COCHER IC/ 


PAY PERIOD INSUBABLE, EARNINGS 
EXCEPTION 
REMUNERATION 
DE PERIODE ASSURABLE 
DE PAYE 


1661.83 


Re 1661.83 


USE |NSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 
WHICHEVERIS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- 


WA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 


SI LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE: 


B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
Y/A D/J M Y/A 


$ 


$ 


A - VACATION PAY / PAYE DE VACANCES 
D/J M 
$.5418.2.456 
C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 
overtime S95. 05 
IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: 


MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 


PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES AUNE DATE ULTERIEURE 


ET INSCRIRE SEULEMENT LE TOTAL ALACASE 154A. 


PAY PERIOD 

EXCEPTION 

DE PERIODE 
DE PAYE 


are 


YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
Oul NON _ SI NON, PRECISER A LA CASE “OBSERVATIONS” 
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Monthly pay period 


Monthly pay period 

The table below may be used to convert 
complete monthly pay periods into weeks 
of insurable employment. There are 4 1/3 
weeks of insurable employment for each 
complete monthly pay period (52 weeks 
divided by 12 = 4 1/3). 


Note: 


Partial pay periods (where insura- 
bility was calculated on a weekly 
basis) must be added after the con- 
version. 


Monthly pay period table 


Minimum 


If the earnings and hours worked do 


Note: not meet the minimum for this type of 

pay period or if the employee did not 
In a monthly payroll, your payroll work or have earnings in each week and 
ending date falls on the last day of part-week of the pay period, insurability 
each calendar month. must be determined on a calendar week 


basis (Sunday to Saturday). Enter the 
insurable earnings for each of the calen- 
dar weeks or part weeks that were insu- 
rable, i.e., that meet the minimum weekly 
requirements (see table on page 29). Put 
a figure ‘‘1’’ in the Pay Period Exception 
column for each of the insured weeks. 

If the employee had 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five monthly 
pay periods, starting with the final pay 


For this type of pay period, earnings 
are insurable for all weeks in the pay 
period if the employee either worked or 
had earnings in each week and part-week 
and the earnings received or hours wor- 
ked are at least the minimum for the pay 
period (see the appropriate table below). 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for monthly pay periods. 


ee Montttetcd 


676.00 


Table for monthly pay period period? 


Number of complete Equivalent weeks of 
monthly pay periods insurable employment 


| Did the employee work for | 
as | at least 15 hours in any 
Weeks of insurable employment eee | calendar week or part- 
eseerr} week in the pay period 
| or 

frase Did the employee have 
| ma PUR eta 121 earnings of at least $163 
| a ia in any calendar week or 
| t—; No }|— - i 
| Did the employee have [hana Rar veer 204 


3380.00 | Did the employee work 


or 

Did the employee have emir | No 
earnings in each week and ae 

part-week of the pay | 


= 


i ? 
earnings of at least pay period? 
$706.33 in the pay period? 


wel ‘ [Yes | | 
E bales, 


| One insured week for each calendar 
| week or part-week in the pay period 
in which one of the minimum 
Yes |_| requirements has been met, up toa | | No | 
eae maximum of $815 per week (enter 1 | ———_ 
in the Pay Period Exception column | 
for each insured week reported). 


— 
| 


| Monthly pay period Pay period is not 
| is insured (4 1/3 weeks) up insurable. | 
ite a maximum of $3531.66. | | No insurable earnings. | 


4 
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Monthly pay period 


period. More than five entries will be nee- 


ded if one or more pay periods was not Note: 

complete (i.e. insurability was calculated cna er any 

on a calendar week basis). Itt the employee has 20 weeks or 
If the employee had less than 20 weeks more of insurable employment, the _ 

of insurable employment, enter the insu- last entry should be the amount of 

rable earnings for each complete and par- insurable earnings for the pay 

tial pay period. period in which the 20th week of 


insurable employment falls. You 
are no longer required to calculate 


Note: ic dine) the insurable earnings for the 20th 
Tee oT week as this calculation is now 
Show dollars and cents for each made by Commission staff. 


pay period entry. 


= PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 


monthly 
Ey EMPLOYEE'S NAME AND ADDRESS / WOM ET ADRESSE DE LEMPLOYE(E) fly SOCIAL INSURANCE NO. / W° DASSURANCE SOCIALE 
123-456-789 
D// M Y/A 
FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 
D/J M Y/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 191 08195 
UEH U|, PREMIUMS PAYABLE UP TO eid ui ihe 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU ‘AU 19| 08:95 
ES A - OCCUPATION / PROFESSION BEN FINAL PAY PERIOD ENDING DATE D/J M Y/A 
DATE DE LAFIN DE LA DERNIERE 
PERIODE DE PAYE a 0 8195 


ike STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A EN COMMENGANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNER, 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P.P., RECORD THE FULL ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 


P.P., IN WHICH THE 20th WEEK FALLS. SUELS ET CEUX COMPTANT 13 P.P.,CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 20¢ SEMAINE. 
IF THE wg EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P.P., CHECK SI LA REMUNERATION ASSURABLE A Pi dein R CORRESPOND AU MAXIMUM AU 


AND ENTER ONLY THE TOTAL IN BLOCK 15A. COURS DE CHAQUE P.P.,COCHER Plead ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A. 


PAY PERIOD PAY PERIOD PAY PERIOD PAY PERIOD 

megpaasceamanes | QUerroY |p» | MSHRABEEAR | BanION | a», |SSusameszman’®| BERTON | op | MkBameanc® | cern 

ASSURABLE DE PERIODE ASSURABLE DE PERIODE “i ASSURABLE DE PERIODE ASSURABLE DE PERIODE 

DE PAYE DE PAYE DE PAYE DE PAYE 
Ee 
14 [34 eee 4 A: RL 5 .t3 ia He 
Soo. aa oath 1355.44 3138.44 heal 
ee 
a 
EA aL ee en cuca edean on! FOTHE NEAREST DOLLAR) IH INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED, 


WHICHEVERIS LESS / SEMA/NES ASSURABLES AU COURS DES 52 DERNIERES SE- 
RETAL ARRONDIF AU DOLLAR PRES) ee en cuca edean on! A, 26 OF'cO MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU 
IEA PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES AUNE DATE ULTERIEURE 


A - VACATION PAY / PAYE DE VACANCES B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 
D/J M Y/A D/J M Y/A D/J M Y/A 


$ 983.16 fe ee lariat pesca : 


C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 


IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD: YES NO IF NO, EXPLAIN IN COMMENTS SECTION 
SI LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE be low NON _S/ NON, PRECISER A LA CASE “OBSERVATIONS” _| 
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13 pay periods a year 


13 pay periods a year 

In this type of pay period, earnings are 
insurable for four weeks if the employee 
had earnings or worked in each week and 
the earnings received or hours worked are 
at least the minimum for the pay period 
($652 or 60 hours in 1995). 

When the earnings and hours worked 
in the full pay period do not meet the 
minimum for this pay period, determine 
the actual earnings and hours worked 
during each pay week within the pay 
period and apply the weekly minimums. 

If the employee had no insurable ear- 
nings in some of the pay weeks of a pay 
period, enter only the insurable earnings 
(up to the weekly maximum) for the 
weeks that were insurable. Enter the 
figure ‘‘1’’ in the Pay Period Exception 
column for each insured week reported. 

If the employee has 20 or more weeks 
of insurable employment, you will have 
to make an entry for at least five pay 
periods, starting with the final pay period. 
More than five entries will be needed if 
one or more pay periods was not complete 
(i.e. insurability was calculated on a pay 
week basis). 

When an employee has more than 20 
weeks of insurable employment, the last 
entry should be the amount of insurable 
earnings for the pay period in which the 
20th week of insurable employment falls. 
You are no longer required to calculate 
the insurable earnings for the 20th week 
as this calculation is now made by 
Commission staff. 

If the employee had less than 20 weeks 
of insurable employment, enter the 
insurable earnings for each pay period. 


Note: 


Show dollars and cents for each 
pay period entry. 


ee eee 
oe Ch Mere 


The following chart will help you determine weeks of insurable 
employment and insurable earnings for this type of pay period. 


13 pay periods a year 


| Did the employee work | 
or 

| : aud 
| Did the employee have | _ ets No 

| earnings in each week J 
| 


of the pay : : 
period? | Did the employee work for 
5 ee at least 15 hours during one 
| Yes | or more pay weeks 
in the pay period 
x : = = | or 
| Did the employee work for b disiel the leniplovee Rave 
at least 60 hours ; 
| ne | rig earnings of at least $163 
t— OF i 
| Did the employee have He ace Pape: vi bea | 
| earnings of at least eld ds, 


$652 in the pay period? 
ie Soe iis : Yes | 


I 


One insured week for each pay 
week in the pay period in which 
ase one of the minimum requirements | ——!— 
[ Yes | __ has been met, up to a maximum No | 
eh] of $815 per week (Enter 1 in the 
Pay Period Exception column for 
each insured week reported). 


Four weeks of insurable 
employment. 


I 

| Pay period is not 
| insurable. 
| 


No insurable weeks. | 


| 
| Insurable earnings up to 
| the maximum $3260. 


| 
| 
| 
| 


id 
1205 
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Parte 17 


13 pay periods a year 


a year 


PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 
13 pay periods 
SOCIAL INSURANCE NO. / N° DASSURANCE SOCIALE 


[EDN EMPLOYEE'S NAME AND ADDRESS 7 NOM ET ADRESSE DE CEMPLOYE(E) 


- 


bo 


123-456-789 


FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 


D// M Y/A 


| 22; 01,92 | 


S D// M Y/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL Y 6 05,95 
[sxc 
MED u) premiums PAYABLE uP TO ii ui vif, 
COTISATIONS D'ASSURANCE-CHOMAGE 
: PAYABLES JUSQU AU 2 6 0S | 95 
A = OCCUPATION / PROFESSION MED val pay PERIOD ENDING DATE ye a wits. 
DATE DE LAFIN DE LA DERNIERE 
PERIODE DE PAYE 09) 06; 95 


P.P., IN WHICH THE 20th WEEK FALLS 


HERE 


15 STARTING WITH THE FINAL PAY PERIOD (PP), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS, FOR MONTHLY, SEMI-MONTHLY AND 13 P.P., RECORD THE FULL 


IF THE | RABLE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACH P-P., CHECK 
AND ENTER ONLY THE TOTAL IN BLOCK 15A 


4 
EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (PP ), INSCRIRE LE MONTANT DE LA REMUNERATION 
ASSURABLE JUSQU'A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS. BIMEN- 
SUELS ET CEUX COMPTANT 13 P.P. CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 20€ SEMAINE. 
SILA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 


COURS DE CHAQUE P.P., COCHER IC/ 


ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A 


A - VACATION PAY / PAYE DE VACANCES 


joa i ar 
INSURABLE EARNINGS | FAY PERIOD INSURABLE.EARNINGS | Rev PERIOD INSURABLE EARNINGS | FAY PERIOD INSURABLE. EARNINGS | FAY RERIOO 
PP REMUNERATION BREN AIP REMUNERATION ECE ONES AR REMUNERATION EXCEPTIONS Dp REMUNERATION Bae 
ASSURABLE peg ASSURABLE reer ASSURABLE AEE: "ASSURABLE eaee 
1 2 3 4 : 
iS SSE SES Ol 1 738.36 1 DOS Sina 2953.44 
5 6 7 8 
DOSS a4 2953.44 ie ally See! i Spat 
9 10 1 12 
lee otal a A 
13 14 15 16 
17 18 19 20 
———— 
15 Ca ers INSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED 
Cae ee ae ESOL CORSA ea WHICHEVERIS LESS / SEMAINES ASSURABLES AU COURS DES 52 DERNIERES SE- 
6 y Or 7O MAINES OU DEPUIS LE DERNIER RE, LE NOMBRE LE MOINS ELEVE ETANT RETENU Ee, 


PAYMENTS OR BENEFITS (OTHER THAN REGULAR PAY) PAID IN THE FINAL PAY PERIOD OR PAYABLE AT A LATER DATE 
PAIEMENTS OU AVANTAGES (AUTRES QUE LE SALAIRE HABITUEL) PAYES AU COURS DE LA DERNIERE PERIODE DE PAYE OU PAYABLES A UNE DATE ULTERIEURE 


B - STATUTORY HOLIDAY PAY FOR / JOUR(S) FERIE(S) PAYE(S) POUR LE(S) 


M Y/A D/s M Y/A 


$ Ae WO edad: $ $ 
C - OTHER MONIES (SPECIFY) / AUTRES SOMMES (PRECISER) 
bonus $ 563.78 $ 
IMPORTANT 
IF THE ABOVE PAYMENTS ARE INSURABLE, HAVE THEY BEEN ALLOCATED TO THE FINAL PAY PERIOD YES 
S/ LES PAIEMENTS SUSMENTIONNES SONT ASSURABLES, ONT-ILS ETE REPARTIS SUR LA DERNIERE PERIODE DE PAYE. OUl 


NO IF NO. EXPLAIN IN COMMENTS SECTION 


NON _ Si. NON, PRECISER A LA CASE “OBSERVATIONS” 


Total of 


1 5 all entries 


Round off the total of all entries to the 
nearest dollar and enter the figure in the 
block provided. 


Important: 


If you make an incorrect entry, do 
not change the figure. Instead 
complete anew ROE form. Before 
destroying the incorrect form, 
record the serial number, (pre- 
printed number in #1) and retain 
with your payroll records. 


1 Number of 
weeks of insurable 
employment 


For completion of #16, take the later of 
the dates in #12 and 13 (if the dates 
are different) and count the number of 
insurable weeks in the 52 week period 
before the interruption of earnings. Do 
not include any weeks which you repor- 
ted on an earlier ROE for this employee. 
Of course, if the employee worked for 
you for less than a year, you will have to 
go back to the first day worked in the 
most recent period of employment. If you 
issued an ROE to this employee within the 
last year, count only insurable weeks since 
the last ROE was issued. 

If your pay period is semi-monthly or 
monthly, the total number of insurable 
weeks may include a fraction. When this 
happens, round the figure to the next 
whole number (e.g., for 25 1/6, record 
26). 
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17 Payments or 
benefits 


Payments or benefits other than regular 
pay paid in the final pay period or ata 
later date. 

When calculating UI benefits, certain 
kinds of payments are considered to be 
“‘earnings’’. 

If a claimant receives such payments, 
the Commission allocates the money on 
the basis of the claimant’s normal weekly 
earnings and the payment of benefits does 
not begin until the weeks of ‘‘earnings’’ 
have run out. You must record these 
monies even if they are paid in contem- 
plation of the separation or are to be paid 
after the employment terminated. 

For general guidance regarding the 
insurability of the following payments or 
benefits, refer to the chart on page 30 of 
this guide. 


117A Vacation pay 


Enter the gross amount of vacation pay 
paid on, after, or in contemplation of ter- 
mination. 

If vacation pay is paid into a trust fund 
or paid on every cheque, enter the term 
“trust fund’’ or “‘paid on every cheque’’. 
It would also be helpful if the percentage 
of vacation pay paid on every cheque is 
specified, for example (4%). 

Statutory 


1 f B holiday pay 


Statutory holiday pay, paid or payable, 
is considered to be earnings for the pur- 
pose of calculating UI benefits. Enter the 
holiday date and the amount of pay for 
statutory holidays that occur after the 
later of the dates shown in #12 and 13. 


1 7C Other monies 


If any of the following payments are paid 
or payable in contemplation of, on or 
after the separation from employment 
(including monies locked into an RRSP, 
GIC or financial institutions), enter the 
type of payment and the amount: 


# Pension payments: Record the total 
amount if lump sum or the weekly or 
monthly entitlement and the effective 


date. If the amounts and effective date 
are not known, enter ‘‘Pension amount 
unknown’’ in #17C and record in #22 
(Comments section) the name and tele- 
phone number of the person we can 
contact for further information. Also 
record a return of pension contributions 
and pension funds transferred to another 
pension plan or to a financial institution. 


m Severance pay or a retiring allowance, 
i.e., a payment made in recognition of 
long service or loss of office or 
employment 

= Retirement benefits 

= Accumulated retirement or sick leave 
credits 

a Bonuses or gratuities 

w Wages in lieu of notice 

@ Retroactive wage increase 

= A payment in kind (describe article, 
e.g., car and give monetary value) 

a All other monies (please specify) 


If there is insufficient space, use the Com- 
ments section #22. 


Note: 


lf any payments, including those 
indicated above, are awarded toa 
former employee pursuant to a 
labour arbitration award or court 
judgment or for any other reason, 
the employer may become liable 
for the repayment of an overpay- 
ment equal to the amount of UI 
benefits paid to the former. 
employee. It is therefore important 
that you contact your CEC prior to 
the issuance of those payments to 
your former employee. 


Please indicate in the appropriate box 
whether the reported insurable monies 
have been allocated to the final pay 
period. It would also be helpful to record 
the former employee’s normal weekly ear- 
nings in the Comments section #22. 

Please refer to the chart on page 30 
regarding how to correctly allocate 
earnings. 
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Paid sick/maternity/ 
parental leave or 
group wage-loss 
indemnity payments 
after the last day 
worked (#12) 


If the employee will receive paid sick, 
maternity or parental leave, after the date 
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shown in #12, enter the date these pay- 
ments start. 

Also indicate the maximum number of 
weeks or days for which they are paya- 
ble and the amount of these payments or 
the percentage of salary to be paid. This 
must also be done if an employee is eligi- 
ble for payments under a group wage-loss 
indemnity plan or a long-term disability 
plan. If the payment is based on a weekly 
rate, enter the number of weeks, circle 
‘‘weeks’’ and enter the weekly amount. 

If the payment is based on a daily rate, 
enter the number of days, circle ‘‘days’’ 
and enter the daily amount. This infor- 
mation is important because these pay- 
ments affect the amount of UI benefits 
the claimant can receive. 


Note: 


If sick, maternity or parental leave 
payments (at a rate of less than 
60 per cent of normal weekly ear- 
nings), or payments under a Sel/f- 
insured group wage-loss indemnity 
plan* meet the minimum insurable 
earnings for the pay period, these 
payments would continue to be 
insurable. This may affect the num- 
ber of weeks of insurable employ- 
ment and the amount of insurable 
earnings you would show on the 
employee’s next ROE. However, 
maternity or parental leave top-up 
payments to UI benefits pursuant 
to Section 57(3) (k) of the Regu- 
lations are not insurable. 


7 Reason for 
issuing an ROE 


One of the following code letters should 
be entered in the box to show why there 
has been or will be an interruption of 
earnings: 


Code A: Shortage of work 


A shortage of work caused by, for 
example, a plant shut-down, decreased 
production, bad weather, fire hazard, job 
completed or employment contract termi- 
nated. If the employee refused a new con- 
tract, or an extension to an existing 
contract, use code “‘E’’: Quit, and explain 
in the comments section. 


*This is a group insurance plan whereby 
income is provided to employees by the 
employer when an employee is unable to work 
due to illness, maternity, parental leave or 
accident. 


1205 


The Record of Employment - 1995 


Part 2 19 


Code B: Strike or lock-out 


Work has stopped due to a strike or lock- 
out at the place of work. 


Code C: Return to school 


The employee has left the job to go to 
school, college or university. 


Code D: Illness or injury 
The interruption of earnings is caused by 
illness, injury or quarantine. 


Code E: Quit 

The employee voluntarily left the job. If 
you know the reason, give this informa- 
tion in the Comments section. If not, 
please provide the name and telephone 
number of a person who would be able 
to provide it to the Commission if 
required. 


Code F: Pregnancy/Adoption 


The employee is not working due to 
maternity or parental leave. 


Code G: Retirement 


Provide the reason for retirement (i.e., 
voluntary, health reasons or company 
policy) in the Comments section. 


Code H: Work Sharing 


Your company negotiated a work sharing 
agreement with the Commission and this 
employee is covered by that agreement. 


Code J: Apprentice training 


Under provincial legislation, some 
apprentices must take training as a con- 
dition of their apprenticeship. Use this 
code when you are issuing an ROE for 
such an apprentice. Employers are 
requested to ensure that their apprentice’s 
ROE is completed and given to the 
apprentice on the last day of work. 


Code L: Age 65 
No longer applicable. 


Code M: Dismissal 

Use this code if an employee has been dis- 
missed or fired. You may enter the rea- 
son in the comments section or just enter 
“‘M’’. In either case, please provide the 
name and the telephone number of a per- 
son the Commission may contact for 
more information (if that person is not 
the issuer). 


Code N: Leave of absence _ 


The employee is on a leave of absence for 
reasons other than illness, injury, mater- 
nity or parental leave. Please enter the 
reason for the leave of absence in the 
Comments section, if known. Provide the 
name and telephone number of a person 
the Commission may contact for more 
information if that person is not the 
issuer. 


Code K: Other 


If the ROE is issued for some reason not 
covered by any other code, enter the rea- 
son in the Comments section. 


Use code K for Workforce Reduction and 
indicate in the ROE comments section #22 
“to preserve the job of a co-worker under 
a workforce reduction process’’. 


For further information, contact 
Please provide in this space the name and 
telephone number of a person the Com- 
mission may contact for more informa- 
tion pertaining to the reason for 
separation if that person is not the issuer. 


Note: 


The list of codes for issuing the 
ROE appears on the right side tear- 
off portion of the form. They are 
also listed on the reverse side of 
Parts 1, 2 and 4 of the ROE. 


? Expected date 
of recall 


If you expect the employee to come back 
to work for you, enter the expected date 
of recall. This usually occurs in cases of 
illness or injury, pregnancy or parental 
leave or a temporary layoff. If there is a 
possibility of returning but the date is 
unknown or if the employee will not be 
returning check the appropriate block. 


2? Signature and 
declaration 


The signature certifies that all statements 
on the ROE are true. Therefore, the 
employer or an authorized person (e.g., 
payroll clerk, bookkeeper) must sign the 
completed ROE in this space. An 
employee, even if normally authorized, 
should not sign his/her own ROE. The 
name of the person who has signed the 
form should be typed or printed clearly 
in the space below the signature. 

If the ROE has been completed enti- 
rely by computer and no changes have 


been made, the name of the authorized 
person may be printed. Otherwise it must 
be signed. 


? 9 Comments 


Use this space to: 

w explain why the date in #13 differs from 
the date in #12; 

@ explain the use of codes C,E,G,K,M,N; 

w record the employee’s hourly rate of 
pay when the dollar value is less than 
the minimum for the pay period, but 
the employee has met the minimum 
hourly requirement and the pay period 
is insurable; 

m record any monies paid in the final pay 
period or at a later date, if there is 
insufficient space in #17; 

= indicate that an employee is entitled to 
receive money from other sources such 
as supplementary unemployment bene- 
fits (SUB) for temporary lay-off, illness 
or training; 

w indicate that an employee is entitled to 
a top-up to maternity or parental bene- 
fits. A letter should be attached to the 
ROE confirming that the top-up (i) 
when combined with the claimant’s 
weekly rate of unemployment insurance 
benefits, does not exceed the claimant’s 
normal weekly earnings from his or her 
employment, and (ii) does not reduce 
the claimant’s accumulated sick leave, 
vacation leave, severance pay or any 
other accumulated credits from his or 
her employment. 

w indicate the dates of insurable weeks 
and earnings prior to the first day wor- 
ked that were not included on a pre- 
vious ROE and are now included in 
#16; 

# record pension information if there is 
insufficient space in #17C and to pro- 
vide the name and telephone number 
of an individual other than the ROE 
issuer, who may be contacted for 
information regarding the pension; 

w indicate that the employee continues to 
be employed by the new company after 
a change in ownership occurred or to 
provide the date the change in owners- 
hip took place; 

= show the previous pay period type and 
pay period ending date, when the ROE 
reflects more than one type of pay 
period; 

mw indicate if there may be a Workers 
Compensation Board claim for the 
same reason for separation (injury); 

m provide any details or explanations 
which you think are important. 
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2 3 Telephone number 


Be sure to include your area code and 
extension number. 


24 Date of issue 


Enter the date on which you completed 
the ROE. 


Distribution of the ROE 
When you have completed the ROE: 


m Separate the copies 


Do this carefully by removing the right- 
hand edge first. This will release the 
carbon sheets. The copies may then be 
easily separated by removing the left-hand 
edge. Do not separate the first two copies. 


w Employee’s copies 


Give or send the first two copies to the 
employee. They are marked Employee’s 
copy — Part I (green) and Part 2 (green). 
These copies may be folded for mailing. 
If for any reason you cannot give your 
employee the ROE personally, or you 
cannot mail it, or if it is returned undeli- 
vered, keep the employee’s copies until 
the employee or the Commission asks for 
them. If you have not been asked for 
them within 52 weeks after the employee 
stopped working, you may destroy them. 

The employee’s copies of the ROE fit 
into a standard #10 window envelope. 
Guidelines will help you fold it so that the 
information is clearly visible. If you use 
a window envelope other than a standard 
#10, please be sure that the name and 
complete mailing address are visible 
through the window. 


# Commission’s copy 


It is important to mail the Commission’s 
copy (third copy of the ROE) in the enve- 
lope provided to Box 9000, Bathurst, 
New Brunswick, E2A 4T3, and to affix 
proper postage on the envelope. An enve- 
lope is supplied to employers that holds 
up to eight copies of folded ROE at the 


regular postage rate. This copy must be 
mailed within five calendar days of the 
interruption of earnings or the day you 
become aware of it, whichever is later. 


Do not send anything but the Commis- 
sion’s copy of completed Records of 
Employment to Box 9000, Bathurst, New 
Brunswick, E2A 4T3. All requests for 
blank ROE forms and any other corres- 
pondence must go to your local CEC. 


a Employer’s copy 


UI regulations require that you retain the 
fourth copy of the ROE with your pay- 
roll records for a period of six years from 
the end of the year covered by the 
records. It may only be destroyed prior 
to this period if you get written authori- 
zation from Revenue Canada. 


A reminder 


Knowingly making false or mislea- 
ding statements is an offence under 
the law. Human Resources Deve- 
lopment Canada has control pro- 
grams to detect abuse of the 
Unemployment Insurance (UI) 
Program. We also investigate third 
party reports of UI abuse. 

During the fiscal year 1993-94 we 
conducted over 1.1 million inves- 
tigations and uncovered about $231 
million in overpayments. In addi- 
tion to recovering overpayments, 
we have imposed about 131,000 
penalties and undertaken 948 pro- 
secutions. 

Finally, we also have a disclosure 
policy. If a claimant or employer 
admits to abuse before an investi- 
gation is begun, there is no penalty 
or prosecution. All overpayments, 
however, must be paid back. 


For further information, contact 
your local Canada Employment 
Centre. 
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This brochure contains general 
information only. When a question ari- 


ses, the Unemployment Insurance Act 
and Regulations must govern. 
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Instructions for 


special groups of workers 


1 - Special rules 


To calculate the insurable earnings and 
the number of weeks of insurable employ- 
ment, special rules apply to the following 
groups of workers: 


= employees paid on commission 
w employees paid on piece-work 


w teachers and professional athletes on 52 
week contracts 


For more details on how to determine 
insurable earnings for these employees, 
please refer to the Employers’ Guide to 
Payroll Deductions: Basic Information or 
the Payroll Deductions Tables (separate 
booklet for each province) published by 
Revenue Canada or contact your local 
Taxation Office. 


The following information will assist 
you in completing #15 on the ROE. 


2 Commissions or 
piece-work calculated 
on a regular pay 
period basis 


When the employee is paid by piece-work 
or commissions on a regular basis (e.g., 
bi-weekly, semi-monthly), complete #15 
on the ROE according to the instructions 
provided for the type of pay period invol- 
ved. The same instructions apply on dra- 
wings that are paid on a regular basis 
where no periodic settlement of account 
is made. For details, see pages 8 to 17 of 
this guide. 

This applies only if the monies have 
been earned during the pay period; other- 
wise, you must refer to the yearly rules 
to calculate the weeks of insurable 
employment and insurable earnings (see 
next section). 


3 Earnings calculated 
on a yearly basis 


The following earnings are calculated on 

a yearly basis: 

gw commissions paid at irregular intervals 

# a combination of drawings or regular 
salary and commissions 

# sums debited to drawing account at 
irregular intervals 

a piece-work when settled at irregular 
intervals 

= remuneration paid to an individual 
employed under a contract of service 
for 52 consecutive weeks, when the 
payments do not extend over the entire 
period and are paid in other than 10 or 
22 payments 


These earnings are considered insura- 
ble on the basis of a calendar year. Cal- 
culation of UI premiums begins with the 
first dollar up to the yearly maximum 
insurable earnings. In 1995, the maximum 
yearly insurable earnings is $42,380. 
When the regular UI premium tables do 
not apply, contact your District Taxation 
Office for instructions on deducting UI 
premiums. 

This system of calculating insurable 
earnings and weeks of insurable employ- 
ment has been devised to accommodate 
employees with fluctuating incomes. It 
permits a fairer appraisal of the 
employee’s income and could increase the 
worker’s entitlement to UI benefits. 

For example, a real estate agent may 
only receive two $5,000 commissions in 
a year. If we applied the normal pay 
period rules, this employee would only be 
insured for two weeks, at $ per week, 
the weekly maximum in 1995. However, 
if we average the income, by dividing the 
yearly gross income ($10,000) by 52, the 
employee would have 52 weeks of insu- 
rable employment at $192.31 per week. 
As the minimum weekly insurability 
requirements are met, the weeks and ear- 
nings are insurable. 


The following formula is applied to obtain 
the average weekly earnings. 


Total gross earnings* 

(in each calendar year) = 
Number of weeks of work 
(in each calendar year) 


average weekly 
earnings 


*Including vacation pay, severence pay, etc. 


4 When less than 
a full year of work 
is involved 


If an employee begins to work after the 
start of a calendar year or leaves his job 
before the end of the year, make a pro- 
portional adjustment to the maximum 
yearly insurable earnings. 

You will obtain this adjusted yearly 
insurable earnings by multiplying the 
weekly maximum earnings by the num- 
ber of weeks the employee worked conti- 
nuously during that calendar year. For 
example, an employee working Septem- 
ber 14, 1994 to March 4, 1995, could have 
16 weeks of insurable earnings in 1994 
with maximum insurable earnings of 
$12,480 (16 x $780 or 16/52 x $40,560) 
and 10 weeks of insurable employment in 
1995 with maximum insurable earnings of 
$8,150 (10 x $815 or 10/52 x $42,380). 


5 Reduction in the 
maximum yearly 
insurable earnings 
because of a leave 
without pay 


When an employee is on leave of absence 
and is not receiving earnings from the 
employer for a period of one week or 
more, the maximum insurable earnings 
for the year is determined by subtracting 
from the maximum yearly insurable ear- 
nings, the maximum weekly insurable ear- 
nings multiplied by the number of weeks 
in the period of leave. 

For example, an employee worked 
10 weeks and then was absent without 
pay for one week because of illness. He 
returned to work for three weeks, then 
quit. Only 13 of the 14 weeks will be con- 
sidered as weeks of insurable employment 
in order to calculate the yearly insurable 
earnings. 

For information on how to allocate 
insurable earnings and calculate the pre- 
miums payable, please contact your nea- 
rest Taxation Office. 
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6 Completion of the 

ROE for an employee 
whose earnings are 
calculated on a 
yearly basis 


#8 Pay period type: enter ‘‘weekly 
(yearly basis)’ on the ROE. 


#14 Final pay period ending date: enter 
date of the Saturday of the calendar 
week in which the employment 
stopped. 


#15 Insurable earnings by pay period: 
enter the average weekly insurable 
earnings for the last 20 weeks of 
insurable employment or less if the 
employee worked a shorter period. 
If the period covers two calendar 
years, please calculate the average 
insurable earnings for each calendar 
year separately. 


#22 Comments section: Describe in this 
section the type of payments (e.g., 
combination of salary and commis- 
sion, commission paid at irregular 
intervals). 


Note: 


Unless there is evidence that the 
employee did not work at least 15 
hours in any week, each week is 
a week of insurable employment. 
Contact your District Taxation 
Office for a ruling if you are uncer- 
tain about the insurability of these 
weeks. 


The following chart will help you determine weeks of insurable 


employment and insurable earnings: 


Yearly basis (under 52 week contract) 
Earnings calculated on a yearly basis 


Was the employee under a contract of service for the entire calendar year? 


=) 


| Yes 
ae 


aa 


Did the employee earn 
at least $8476 
($163 x 52 weeks) and 
not take a leave of absence 
for any full calendar week 
without pay? 


Did the employee’s earnings | 
average at least $163 foreach | 
calendar week of the contract of | 
| service excluding any weeks the | 
employee was on a leave of 
absence without pay? | 


ie - ar L ] 
| Yes ieee No }|— [ No | Yes | 
L 
I 


Did the employee work for 15 hours or more in 
any of these calendar weeks? 


nt 
vil 


| 52 weeks of insurable No Each calendar week is 
employment. insurable at the weekly average 
Insurable earnings at the | up to a maximum of $815. 
| weekly average up toa | | 


maximum of $815. | 


No weeks of insurable 
employment. 

No insurable earnings 
for the year. 


w First day worked November 27, 1993. 
Resigned March 18, 1995. 


w This worker was engaged as a commis- 
sion salesperson with commissions paid 
at irregular intervals and UI premiums 
deducted on a yearly basis. 


w In 1994, the employer had deducted the 
maximum yearly UI contributions by 
May 28. On that date, the total 
earnings were $43,090.73, an amount 
exceeding the maximum insurable ear- 
nings for 1994 ($40,560). 


w In 1995, the employer would have 
deducted the maximum yearly UI 
contributions by March 2, 1995. 
On that date, the total earnings met 
the maximum insurable earnings of 
$42,380 for 1995. 


w As the employee resigned on March 18, 
1995, the employer must adjust the 
maximum insurable earnings for 1995 
to $8,965 (11 weeks x $815). 


The Record of Employment should be 
completed as follows. 
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EEE 


Ey EMPLOYEE'S NAME AND ADDRESS / NOM ET ADRESSE DE L'EMPLOYE(E) 


- 


Eye A - OCCUPATION / PROFESSION 


MER STARTING WITH THE FINAL PAY PERIOD (P.P.), ENTER THE INSURABLE EARNINGS UP TO A 
MAXIMUM OF 20 WEEKS. FOR MONTHLY, SEMI-MONTHLY AND 13 P.P., RECORD THE FULL 
P.P., IN WHICH THE 20th WEEK FALLS. 


IF THE! 


LE EARNINGS TO BE REPORTED ARE AT THE MAXIMUM FOR EACHP.P., CHECK 


HERE 


AND ENTER ONLY THE TOTAL IN BLOCK 15A. 


yg PAY PERIOD TYPE / GENRE DE PERIODE DE PAYE 
weekly (yearly basis) 
ule} SOCIAL INSURANCE NO. / N° D'‘ASSURANCE SOCIALE 


123-456-789 


11 D/J M Y/A 
FIRST DAY WORKED 
PREMIER JOUR DE TRAVAIL 27, 11,93 
12 D/J M Y/A 
LAST DAY WORKED 
DERNIER JOUR DE TRAVAIL 18, 03);95 
UES U|, PREMIUMS PAYABLE UP TO Did i MIA 
COTISATIONS D'ASSURANCE-CHOMAGE 
PAYABLES JUSQU ‘AU 18; 03,95 
U4 FINAL PAY PERIOD ENDING DATE NK mt MAA 
DATE DE LA FIN DE LA DERNIERE 
PERIODE DE PAYE 18; 03);95 


EN COMMENCANT PAR LA DERNIERE PERIODE DE PAYE (P.P.), INSCRIRE LE MONTANT DE LA REMUNERATION 
ASSURABLE JUSQU’A UN MAXIMUM DE 20 SEMAINES. POUR LES REGISTRES DE PAYE MENSUELS, BIMEN- 
SUELS ET CEUX COMPTANT 13 PP, CONSIGNER TOUTE LA P.P. PENDANT LAQUELLE TOMBE LA 208 SEMAINE. 
SI LA REMUNERATION ASSURABLE A DECLARER CORRESPOND AU MAXIMUM AU 


COURS DE CHAQUE P.P., COCHER IC/ ET INSCRIRE SEULEMENT LE TOTAL ALACASE 15A. 


INSURABLE.EARNINGS | FAY FERIOD INSURABLE,EARNINGS | PAY FERIOD INSUBABLE,EARNINGS | PAY PERIOD INSURABLE EARNINGS | FAY PERIOD 
re | MASSURABLE. | ‘DE PERIODE MXSSURABLE | OE PERIODE MAssuRaBle | OF RERIODE MXSSURLBLE | OE PERIODE 
; sits sled wa I eT Sines tire 
Oa ls a re 
ieee ARS 
ry toate at 
17 keg bied 20 
re Pees ar | 780.00 
15 UH |NNSURABLE WEEKS IN THE LAST 52 WEEKS OR SINCE THE LAST ROE WAS ISSUED 
TOTAL (ROUND TO THE NEAREST DOLLAR) ‘ 
TOTAL (ARRONDIR AU DOLLAR PRES) $12,5,9,.8 51 0 | © | _ mames ou vérus ce DEAVIER RE LE hOMBRE LE MOINS Lev Eowr here | 5. 2 
Example Special note 
Date Amount of If the average weekly insurable ear- 
commissions commissions nings are below the minimum insu- 
paid paid rable earnings $163 in 1995 or 
$156 in 1994, each calendar 
January 15, 1994 $15,681.14 ee bi ol aabet: eae s) 
eas ours would be a week o 
March212,.1994 10,915.41 insurable employment. Indicate in 
May 28, 1994 16,494.18 #22 Comments section if such a 
July 2, 1994 13,219.83 situation occurs. 
October 29, 1994 7,529.76 
1994 Total $63,840.32 
¥ . ae 
Contact your local Taxation Office 
phe ooe rie OU if you are uncertain whether the 
id — aid worker was in insurable employ- 
is P ment for all or any of the weeks 
employed. 
January 7, 1995 $ 8,987.18 > 
January 23, 1995 10,490.15 : 
February 22, 1995 14,386.57 
March 2, 1995 8,661.18 


1995 Total 


$42,525.08 
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7 Commissions paid 
after termination of 
employment 


The final payment of commissions or 
other monies such as a bonus or vacation 
pay may be paid after the initial ROE is 
issued. 

If the average weekly insurable ear- 
nings were not at maximum, these monies 
must be added to the gross earnings of the 
last year of employment and the insura- 
ble earnings calculated again. As the 
amended insurable earnings will be grea- 
ter than the insurable earnings reported 
on the initial ROE, an amended ROE 
must be issued. This amended ROE must 
be completed in its entirety and distribu- 
ted according to the instructions in Part 2. 


8 Individuals with 10 or 
22 pay periods ina 
year employed under 
annual contracts 
where services are 
not performed for 
the entire 52 weeks. 


Such individuals may be full time tea- 
chers, professional athletes, marine cap- 
tains and chief engineers for inland 
waters. 

The following tables provide the mini- 
mum hours, the minimum and maximum 
insurable earnings and the equivalent 
weeks of insurable employment for these 
pay periods. 


Earnings table 


minimum 
or earnings from 


Pay periods 


1995 $ 


maximum | equivalent 
$ | weeks 


78 hours 


10 847.60 | 
35 hours 


22 385.27 


Pay periods minimum 
1994 or earnings from 


4238.00 5.2 
1926.38 2.36 


maximum | equivalent 
$ weeks 


10 78 hours 
22 35 hours 


These tables are applicable only if an 
employee remains in an ‘‘employed”’ sta- 
tus under contract for the full 52 week 
period. If an employee quits or takes leave 
of absence without pay, you must calcu- 
late the weeks and earnings of insurable 
employment on a calendar week basis 
(refer to chart on page 22 except for tea- 
chers, see pages 25, 26 and 27). 

When a worker employed under a 
52 week contract has no layoff or sepa- 
ration from employment (although there 
is anon-work period) and is paid for the 
full duration of the contract, there is no 
need to issue an ROE unless the Commis- 
sion requests one. In which case, indicate, 
in the Comments section, ‘‘Commission’s 
request - employee still under contract’’. 
If however, the contract is not renewed, 
an ROE must be issued and must be com- 
pleted as follows: 


#8 Pay period type: enter ‘‘10 pay 
periods’’ or ‘‘22 pay periods.’’ 


#11 First day worked: enter the starting 
date of the contract. 


#12 Last day worked: enter the last day 
the employee performed services. 


#13 UI premiums payable up to: enter 
the last day of the contract. 


#14 Final pay period ending date: enter 
the date of the last payment. 


#15 Insurable earnings by pay period: 
make one entry for the insurable ear- 
nings in each of the pay periods that 
cover the last 20 weeks of insurable 
employment. 


For 10 pay periods: One payment is 
equal "to: 5:2" weeks? (52--+.5-10.=5 502). 
Beginning with the most recent pay 
period, enter the insurable earnings for 
three pay periods and 5.2 in the corres- 
ponding pay period exception blocks (3 
pda ARS I ESR 


+ 


| 
4056.00 5.2 


1843.63 2.36 


In block 4, enter the insurable earnings 
for 4.4 weeks (20 — 15.6 = 4.4). To cal- 
culate this figure take 84.6 % of the insu- 
rable earnings of the fourth last pay 
period (4.4 is 84.6% of 5.2). Show 4.4 in 
the pay period exception block. 

For example, an employee received 
$2,000 per pay period. Number 15 would 
have three entries at $2,000 with 5.2 in the 
Pay Period Exception column, and one 
entry at $1,700 with 4.4 in the Pay Period 
Exception column (84.6% x $2,000 = 
$1,692). 


For 22 pay periods: One payment is 
equal to 2.36 weeks (52 + 22 = 2.36). 
Beginning with the most recent pay period 
enter the insurable earnings for eight full 
pay periods and 2.36 in the corresponding 
pay period exception blocks (8 x 
2.36 = 18.88). In P.P. block 9 enter the 
insurable earnings for 1.12 weeks (20 — 
18.88 = 1.12). To obtain the insurable 
earnings for the last entry, calculate 47% 
of the insurable earnings of the ninth last 
pay period (1.12 is 47% of 2.36). 

For example, an employee received 
$1,000 per pay period. Number 15 would 
show eight entries at $1,000 with 2.36 in 
the Pay Period Exception column, and 
one entry at $470 with 1.12 in the Pay 
Period Exception column (47% x $1,000 
=) $470). 
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Interruption of 
earnings during an 
annual contract 
when paid 10 or 
22 times a year 


If an employee quits or takes a leave of 
absence without pay prior to the end of 
the contract year, it is necessary to recal- 
culate the weeks of insurable employment 
and insurable earnings on a calendar week 
basis by determining the number of weeks 
‘‘employed’’ during the contract year. 

A recalculation is required as the 
employee will not be ‘‘employed’’ for 
52 weeks and thus will not have 52 weeks 
of insurable employment. 

Count the number of calendar weeks 
‘“employed’’ from the starting date of the 
contract to the date of the interruption 
of earnings. If the employee is receiving 
payments for sick, maternity or parental 
leave, this interruption of earnings will 
not occur until these payments fall below 
60 per cent of the normal weekly ear- 
nings. Then divide the earnings received 
by the number of weeks ‘‘employead’’ to 
obtain the weekly insurable earnings. 

If the employee worked for you during 
the previous contract year, the Record of 
Employment will contain data from the 
previous contract year as the ROE must 
cover the last 52 weeks. 


The Record of Employment is to be 
completed as follows: 


‘ 


#8 Pay period type: show ‘‘weekly’’. 


#11 First day worked: enter the starting 
date of the contract (if the employee 
worked for you during the previous 
contract year, enter the starting date 
of the previous contract). 


#12 Last day worked: enter the last day 
the employee performed services for 
you. 


PartkS ‘25 


#13 UI premiums payable up to: this will 
normally be the same as the last day 
worked. Please refer to #13 of Part 2 
of the guide. 


#14 Final pay period ending date: enter 
the date of the Saturday of the week 
in which the interruption of earnings 
occurred. 


#15 Insurable earnings by pay period: for 
the last 20 weeks of insurable 
employment. 


As the weekly insurable earnings are the 
same for each pay period covered by the 
last contract, just write the amount in the 
first and last entry covering the period 
and draw a line through the blocks in- 
between. 

If the last 20 weeks cover a period from 
the previous contract year, you will have 
to determine the number of insurable 
weeks required from the old contract and 
calculate the corresponding insurable ear- 
nings. The 20th week may not coincide 
with the end of a complete pay period. 
To determine the insurable earnings for 
the 20th week (the last entry), calculate 
the portion of the insurable earnings in 
the pay period in which the 20th week 
falls. 

For example, an employee was 
employed only 18 weeks during the last 
contract year. In the previous contract 
year the employee was paid 10 times a 
year with each pay period equal to 
5.2 weeks. As two weeks of insurable ear- 
nings are to be shown in the last entry, 
calculate the insurable earnings as fol- 
lows: (2 weeks = 5.2 weeks) xX insura- 
ble earnings of the pay period represented 
by the 5.2 weeks. 

The last entry will show ‘‘2’’ in the Pay 
Period Exception column. 


The formula to use for the 20th week, 
whether the 20th week is to be obtained 
from a 10 pay period or a 22 pay period 
is as follows: 


X Insurable earnings 
of that pay period 


# of weeks required 
# of weeks represented 
by the pay period 


#22 Comments section: if in #15 you 
have included a period from the pre- 
vious contract year, indicate the pre- 
vious pay period type (e.g., 10 pay 
periods) and the previous contract 
ending date. 
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10 Interruption of 
earnings during 
annual contract: 
teachers 


The following are general statements 
only, due to the variety of contracts for 
teachers (i.e., weekly, monthly). If you 
are uncertain about the weeks of insura- 
ble employment or insurable earnings, 
please contact your RCT District Office. 

When a teacher has an interruption of 
earnings due to the termination of the 
contract or the granting of unpaid leave 
during the teaching period, the weeks of 
insurable employment will be the number 
of full and partial calendar weeks between 
the starting date of the contract and the 
date the contract is terminated or the tea- 
cher commences unpaid leave. 

For Unemployment Insurance benefit 
purposes only, the weekly insurable ear- 
nings would be determined by taking the 
average weekly remuneration ‘‘payable’’ 
to the teacher pertaining to his/her con- 
tract, no matter when the remuneration 
is effectively paid. 


Example 


To complete the Record of 
Employment, for Unemployment 
Insurance benefit purposes only, 
take for example a teacher who’s 
annual contract is for 52 weeks 
with an annual salary of $39,520. 
The teacher’s contract starts 
August 1 and the teacher stops 
work September 15 for maternity 
leave. The calculation would be 
done as follows: 


Annual Contract = 52 weeks 
Annual salary = $39,520 
Average Weekly 

Remuneration = $760 
Number of full and partial calen- 
dar weeks between the starting 
date of the contract and the date 
the teacher commences unpaid 
leave = 7 weeks 
The teacher would therefore 
have 7 weeks of insurable 
employment with weekly insura- 
ble earnings of $760. 
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4 1 Completing the ROE 


The Record of Employment is to be com- 
pleted as follows whether the interruption 
of earnings occurs during or at the end 
of the contract year. 


#8 Pay period type: If the ROE covers 
only part of the contract year, please 
contact your local CEC or the ROE 
advisor serving your area for details. 

If the ROE covers a complete con- 
tract year, enter your pay period 
type, ‘‘bi-weekly, monthly, etc.’’ 


#11 First day worked: enter the starting 
date of the contract. If the employee 
has been continuously employed by 
you since the previous contract year, 
enter the starting date of the previous 
contract. 


#12 Last day worked: show the last day 
the teacher taught. 


#13 UI premiums payable up to: enter 
the date the contract terminated or 
the date before the leave without pay 
commenced, whichever is applicable. 


#14 Final pay period ending date: if the 
ROE covers only part of the contract 
year, contact your local CEC or the 
ROE advisor serving your area for 
details. If the ROE covers a complete 
contract year, enter the ending date 
of the final pay period for the year. 
For example, if the last day worked 
was June 27, but the final pay period 
ends June 30, enter June 30. 


#15 How this will be completed depends 
on the method used to calculate the 
insurable earnings. 

If the ROE covers only part of the 
contract year, contact your local 
CEC or the ROE advisor serving 
your area for details. 


If the ROE covers a complete contract 
year, refer to the instructions for your pay 
period type (see Part 2, #15). 

When the insurable earnings are the 
same for each pay period, just write the 
amount in the first and last entry and 
draw a line through the blocks in bet- 
ween. If the insurable earnings in each 
pay period are at the maximum level, just 
check the block and enter the total in 
#15A. 

If the 20th week does not coincide with 
the end of a complete pay period, you 
may have to calculate the portion of the 
insurable earnings in the pay period in 
which the 20th week falls. Please refer to 
the instructions for the appropriate pay 
period type in this guide (e.g., Part 3 for 
10 or 22 pay periods, Part 2, #15 for other 
pay periods). 


#22 Comments section: If in #15 you 
have recorded earnings from the pre- 
vious contract year, indicate the pre- 
vious pay period type (e.g., 10 pay 
periods) and the previous contract 
ending date. 


1 Daily payroll and 
other special groups 


Insurable earnings for employees paid on 
a daily basis must be calculated according 
to Revenue Canada instructions. Please 
refer to their publications Employers’ 
Guide to Payroll Deductions: Basic Infor- 
mation or the Payroll Deductions Tables 
(separate booklet for each province). 

When insurable earnings have been cal- 
culated, complete #15 by following the 
instructions for weekly pay periods (Part 
ZtHl): 

Special rules apply to workers such as 
barbers, hairdressers and taxi and passen- 
ger vehicle operators. If you are in any 
doubt about weeks of insurable employ- 
ment or insurable earnings, contact the 
nearest Revenue Canada Taxation Office. 
Once you have determined the weekly ear- 
nings for these workers, follow the ins- 
tructions for weekly pay periods (Part 2, 
#15). 


1 Persons employed 
on board a ship 


For employers of persons employed on 
board a ship and covered by Canada 
Labour Code Regulations respecting the 
hours of work of employees engaged in 
shipping, please record in the Comments 
section of the ROE any outstanding 
balance of leave pay, the number of leave 
days/lay days which the employee has 
accrued but not taken (as days off) up to 
the date of layoff and the hourly wage. 
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General information on insurability — 


What do we mean when we talk about: 
@ insurable employment 
@ insurable earnings 


We have prepared some general guide- 
lines that will explain these terms and 
make it easier for you to complete the 
Record of Employment. Under the UI 
Legislation, Revenue Canada is the sole 
authority responsible for determining the 
insurable nature of any employment or 
earnings. The Revenue Canada publica- 
tions, Employers’ Guide to Payroll 
Deductions: Basic Information and the 
Payroll Deductions Tables (separate 
booklet for each province) will provide 
you with detailed information. These 
publications have lists of telephone num- 
bers (local and 1-800) of District Taxa- 
tion Offices. 


1 insurable 
Employment 


Generally, most people working under a 
contract of service — that is, an 
employer-employee relationship — work 
in insurable employment. A contract of 
service usually exists when the employer 
has the right to control what work the 
employee does and how it will be done. 

Certain types of employment are not 
covered, even though there is an 
employer-employee relationship. For 
example, employees who earn an amount 
in cash which is less than the minimum 
weekly insurable earnings and are 
employed less than 15 hours a week. The 
Revenue Canada publication gives you all 
the exceptions. 

Barbers, hairdressers, taxi and passen- 
ger vehicle operators and fisher- 
men/women can be included in insurable 
employment, even though they may not 
be working under a contract of service. 
Please refer to the ‘‘Employers’ Guide 
to Payroll Deductions: Basic Informa- 
tion’’ for barbers, hairdressers, taxi and 
passenger vehicle operators which will 
explain coverage and insurable earnings 
for these workers. 


Revenue Canada has a separate publi- 
cation explaining coverage and insurable 
earnings for fishermen/women. Ask your 
nearest District Taxation Office for a 


copy. 


2 Minimum insurability 
requirements in 
1995 


To be in insurable employment, an indi- 
vidual who is paid weekly by the same 
employer, must either earn an amount in 
cash equal to 20 per cent of the maximum 
weekly insurable earnings ($163 in 1995) 
or must work at least 15 hours in a week. 

Once the employment is determined to 
be insurable, the insurable earnings can- 
not exceed the maximum for a weekly pay 
period ($815 in 1995). For example, if an 
employee earns $1,000 a week, only $815 
is insurable and must be reported on the 
ROE. 


In 1995, the minimum and maximum insu- 
rable earnings by pay period are as 
follows: 


Pay period 


earnings a 

S$ of trom $ 
163.00 15 hours| 815.00 
326.00 30 hours} 1630.00 
semi-monthly | 353.16 33 hours} 1765.83 
65 hours} 3531.66 
60 hours} 3260.00 


weekly 


bi-weekly 


monthly 
13 pay periods | 652.00 


In 1994, the minimum and maximum 
insurable earnings were: 


fe | 
$ or from 

156.00 15 hours| 780.00 
30 hours| 1560.00 
33 hours| 1690.00 
65 hours| 3380.00 
60 hours| 3120.00 


Pay period 


weekly 


bi-weekly 


semi-monthly | 338.00 


monthly 


13 pay periods | 624.00 
a year 


As long as other conditions are met (see 
section 1), an employee needs to meet 
only one of the minimum requirements 
to be insurable. 

Employees paid on a bi-weekly or on 
another multiple of a week basis may 
sometimes earn less than 20 per cent of 
the maximum earnings or work less than 
15 hours in one pay week* of the pay 
period. But as long as they had some ear- 
nings or worked in each pay week of the 
pay period and the total earnings or hours 
were at or above the minimum required, 
the employment during the entire pay 
period would be insurable up to the appli- 
cable maximum insurable earnings. 


* A pay week is a period of seven consecutive 
days or any one of two or more such conse- 
cutive periods, the last of which ends on the 
employer’s payroll ending date. This defi- 
nition makes it possible to apply the rules 
on minimum insurability uniformly to all 
pay periods that are multiples of a week, 
whether or not the pay week is a calendar 
week. 
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For example: In a bi-weekly pay period, 
a person earned $136 in one week and 
$190 the next, for a total of $326. The ear- 
nings for both weeks would be insurable 
because the minimum insurable earnings 
for a bi-weekly pay period ($326 in 1995) 
were met. 

Another example: If a person worked 
10 hours in one week and 20 hours the 
next, earnings for both weeks in the bi- 
weekly pay period would be insurable, up 
to the maximum, because the minimum 
hourly requirements (30 for a bi-weekly 
pay period) had been met. 

For those paid on semi-monthly or 
monthly basis, the entire pay period 
would be insurable up to the maximum 
as long as the worker had some earnings 
or worked in each calendar week and part 
week of the pay period and the total ear- 
nings or hours were at or above the mini- 
mum required. 
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3 How insurable 
earnings are 
determined and how 
they are allocated 


The following table provides general gui- 
dance and may be used for reference, but 
you should direct specific questions to the 
District Taxation Office. 


Allocation of earnings according to UI 
(Collection of Premiums) Regulations 


ar 


| Type of Payment 


| 


Salary, wages 

« Commission/draw 

u Employer paid leave 
(vacation, sick, 
statutory holiday 
or other) 


eee 
Other earnings, e.g., 

overtime, retroactive 

| increase, wages in lieu 
| of notice, vacation pay 
(no leave taken), bonu- 
ses, gratuities, accumu- 


paid 


Paid while working 


Allocate to pay period for which it is paid 


Allocate to the pay 
period in which it is 


Paid after layoff, 
termination or during 
unpaid leave 


Allocate to last pay 
period for which regular 
wages, salary or 

commissions were paid 


lated sick leave credits, 
shift premiums, incen- 


| tive payments and 


separation payments 


In this table: 


While working: means during the period 
that an employee is performing services 
or is on paid leave of absence (e.g., 
vacation or sick leave). 


Layoff: refers to a stoppage of work 
occurring when the employer/employee 
relationship continues to exist although 
no work is performed and the employee 
is not on a period of leave without pay, 
maternity leave, parental leave, sick leave 
without pay, etc. 


Termination: is defined as the complete 
severance of the contract of employment 
between the employee and the employer. 


Unpaid leave: refers to a leave of absence 
for which the employee receives no 
monies from his/her employer. 


Allocate to the pay period for which it 
is paid: means the payment will be insu- 
rable in the pay period during which the 
monies were earned or during which the 
work was performed. 


Allocate to the pay period in which it 
is paid: means the payment will be insu- 
rable in the pay period during which the 
pay cheque or payment is processed. 


Allocate to the last pay period: means 
include with the earnings for the last pay 
period for which regular wages, salary or 
commission were paid. 
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General information on Record of Employment 


(ROE) related investigation programs 


When we are talking about ROE related 
Investigation Programs we are specifically 
talking about the Computer Post 
Audit/Reason For Separation Program 
(CPA/RFS). 

This program detected $122 million 
(1993/94) in overpaid UI benefits to clai- 
mants who failed to report all work and 
earnings. In addition, $66 million in 
Administrative Penalties were imposed 
where abuse was proven to be intentional. 

Your efforts in accurately completing 
the ROE, assists us in correctly iden- 
tifying those cases where benefits have 
been incorrectly paid out, either through 
error or abuse. 

The data on the third copy of the ROE 
that you send to Central Index in 
Bathurst, New Brunswick, is matched 
monthly against the UI Benefit Pay 
System. If there is a match, the system 
determines if there is an overlap between 
an employment period and a period when 
the employee/claimant was in receipt of 
UI Benefits. 

If through further computer refinement 
a discrepancy is identified, a CPA/RFS 
Observation is raised. 

The CPA/RFS Observation is then sent 
to the local Canada Employment Centre 
(CEC). The local Investigation & Control 
staff examine the observation in order to 
determine if there is a need for further 
enquiry. 

For those cases that cannot be scree- 
ned out at this stage, a ‘“Request For Pay- 
roll Information’’ (INS 5097) (please see 
illustration) is requested and is sent to 
you, the employer, for completion. 


Note: 


The INS 5097 may be sent to you 
from another program as well, if 
you are a participating employer. 
This program is known as the 
Report On Hirings Program (ROH). 


We are, like you, extremely concerned 
about the amount of paper you receive 
from government agencies. By completing 
the INS 5097 and returning it by the date 
requested, you assist us in reducing the 
cost of administering our programs and 
the number of requests for information 
you receive. 


Note: 


There is a Computerized Investiga- 
tion Program where the require- 
ment to complete the INS 5097 is 
eliminated. To be eligible to parti- 
cipate in this program you must 
have a computerized payroll 
system that is compatible with the 
Automated Earnings Reporting 
System (AERS) programming 
requirements. In addition your 
system must be able to report 
employees earnings on a weekly, 
Sunday to Saturday basis. 


For further information concerning this 
program please contact: 


Human Resources Development Canada 
Control Programs Directorate 
Detection Division 

140 Promenade du Portage 

Phase IV, Hull, Quebec 

K1A OJ9 

Tel. (819) 997-3970 

Fax (819) 994-4799 


How tocomplete 
the INS 5097 


Note: 


The following instructions only 
apply to the completion of the 
“Request for payroll information”’ 
INS 5097. For details on how to 
complete the Record of Employ- 
ment, refer to the table of contents, 
page ii. 


| Header information 


The header on the ‘‘Request For Payroll 
Information’’ (INS 5097) provides you 
with: 


a The Program type (CPA/RFS or ROH); 
a The Case Number (a CEC reference); 
sw The name of the employee/claimant; 


ms The Badge or Payroll number that you 
recorded on the ROE; 


ew The employee/claimant Social Insu- 
rance Number (SIN); 


w The date the INS 5097 was prepared; 
# The date we expect your reply; 


m The Benefit Period Commencement 
date of the claim for UI Benefits in 
question; 


a A telephone number that you may call 
for assistance, usually of the person 
who sent you the form. 


2 Address block ? 


On the left hand side of the address block 
your address as the employer should 
appear. On the right the address of the 
Canada Employment Centre where the 
form is to be returned will appear. With 
the form you should have received a 
return envelope. Please ensure that the 
address of the Canada Employment Cen- 
tre (CEC) appears in the return envelope 
window when returning the completed 
form. 
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3 } Text block 
Front of form 


Please read the text very carefully. First 
you are asked to check the box YES or 
the box NO to the question ‘‘Did this 
person work and/or have earnings for the 
week(s) shown below’’? 

If the person indicated on the form 
worked during a period for which no ear- 
nings were paid this also must be repor- 
ted, (ie: salesperson). In these situations 
a clarifying comment on the reverse of the 
form will help. Secondly, you are advi- 
sed that it is essential that you report all 
GROSS earnings on a CALENDAR 
WEEK basis from SUNDAY to SATUR- 
DAY. This is extremely important as UI 
Benefits are paid from Sunday to Satur- 
day. This may necessitate that you obtain 
the information from your time records. 

Thirdly, you are asked to return the 
form by a specific date. If the form is not 
returned by this date it could result in a 
second form being sent to you. 


4 Payroll data block 


There are three sections in the ‘‘Payroll 
Data’’ block, each with three columns. 
The first column of each section is for 
office use only. 

The second column of each section 
shows the Sunday date of the week for 
which information is being requested. 


Note: 


lt cannot be stressed too often that 
all earnings must be reported ona 
calendar week basis from Sunday 
to Saturday. 


The third column in each section is to 
be completed by you. All GROSS ear- 
nings must be reported, even though they 
may not be insurable. 

You will note that the weeks requested 
run consecutively across the page and not 
down. 


5 Message block 


This block was designed to deliver a num- 
ber of messages to you the employer con- 
cerning the reasons why the employee’s 
employment was terminated. 


ie: You issued a Record of Employ- 
ment indicating that the reason for 
separation was ‘‘Other’’. Please 
provide an explanation on the 
reverse of this form. 


To reply to these messages, or to pro- 
vide any other information we ask that 
you complete the ‘‘Additional Informa- 
tion’’ section on the reverse of the form. 

It is important in cases where the rea- 
son for separation may be an issue that 
you provide all information that led to the 
employee’s termination. 


6 Other monies paid 


On the reverse of the INS 5097 we request 
that you provide information concerning 
OTHER monies that may have been paid 
to the employee during any of the weeks 
shown in the ‘‘Payroll Data Block’’. 

You are also asked to indicate whether 
any of those monies that you might have 
said yes to and described above were 
included in the gross earnings that you 
reported in the ‘‘Payroll Data Block’’. 

A list of the types of earnings that we 
ask you to report are shown on the reverse 
side of the INS 5097. 

It is important that you take the time 
to list and describe any additional monies 
paid, they may be earnings under the UI 
Act/Regulations. 


7 Additional 
information block 


This block is used primarily to report any 
information concerning the employee’s 
reason for separation. It should also be 
used to explain any additional earnings 
that may have been paid or to provide any 
other information that may assist us in 
protecting the integrity of the UI Fund. 


8 Privacy/confidentiality 
of information block 


This block provides you with information 
concerning the claimant’s right of access 
to the information you are providing. 

The information you provide is confi- 
dential. Its use is restricted to the 
administration of the UI Act. 

Your co-operation is essential to pro- 
tect the integrity of the UI fund to which 
you are a contributor. 


Go Certification block 


It is extremely important to complete the 
INS 5097 certification block. 

It not only provides us with the neces- 
sary certification that the information 
provided is correct, but provides us with 
a contact person should additional infor- 
mation be required. Please ensure that 
you sign the form and include your tele- 
phone number. 

This is important not only for us but 
for you. It saves time, a valuable commo- 
dity in today’s limited resource 
environment. 


Note: 


Should you require further informa- 
tion or assistance in completing the 
INS 5097, please contact your 
local Canada Employment Centre, 
Investigation and Control Section. 
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INS 5097 (07-94) EF 


Développement des 


REQUEST FOR PAYROLL INFORMATION 


DEMANDE DE RENSEIGNEMENTS-REGISTRES DE PAIE 


NAME OF CLAIMANT NOM OU); DE LA PRESTATAIRE 


SOCIAL INSURANCE NUMBER 
NUMERO OD ASSURANCE SOCIALE 


a Bi Human Resources f 
Development Canada _ ressources humaines Canada 


PROTECTED WHEN COMPLETED 8 
PROTEGE UNE FOIS REMPLI ~ 


BADGE PAYROLL NO 
N OINSIGNE REGISTRE DE PAIE 


BPC / DPP | FOR ASSISTANCE PLEASE CALL 
BESOIN O AIDE? APPELEZ 


For the purpose of the Unemployment Insurance Acct, it is necessary to 
obtain information concerning the employment of the above mentioned 
person. : : 


Did this person work and / or have earnings tor the week(s) shown below? 


a YES o NO 


If "YES" please provide the payroll data requested and complete the 
reverse of this page. If NO’ please answer any question appearing in 
the “MESSAGE” block below and complete the reverse of this page 


It is essential that ALL GROSS EARNINGS be shown by CALENDAR 
WEEK (Sunday to Saturday) even oF this may differ from your pay 
period Unemployment Insurance benefits are calculated on a calendar 
week basis and adjusted for earnings in each week. 


itis important that you return this form in the enclosed envelope by: 


CANADA EMPLOYMENT CENTRE 
CENTRE D'EMPLO! DU CANADA 


Aux fins de | administration de la Loi sur l'assurance-chomage. ii est 
necessaire d oblenir des renseignements concernant le travail de la 
personne menvonnée ci-haut 


Est-ce que cette personne a travaille pour la (les) semaine(s) indiquée(s) 
crapres ou a-t-elle recu une remuneration pendant cette période? 


Co Our a NON 


Si “OUI” veuillez fournir les données de paie requises, et compléter fe 
verso de cette page. Si NON’ veuillez repondre a toute question 
demandee dans la section "MESSAGE" ci-dessous. et compléter le verso 
de cette page. 


Ht est essentiel d indiquer TOUTE LA REMUNERATION BRUTE par 
SEMAINE CIVILE (dimanche au samedi) méme si votre periode dé paie 
aifere de ce cycle. Les prestations 0 assurance-choémage sont caiculées 
selon la semaine civile en fonction des gains de chaque semaine 


Hl est Important que vous retourniez ce formulaire en utilisant 
Fenveloppe ci-jointe dici le: 


NESE 
FOR THE WEEK OFFICE FOR THE WEEK OFFICE FOR THE WEEK 
COMMENCING GROSS U MMENCIN GROSS USE COMMENCING GROSS 
(SUNDAY) EARNINGS ees e EARNINGS (SUNDAY) EARNINGS 
POUR LA SEMAINE REMUNERATION L'USAGE | POUR LA SEMAINE REMUNERATION L'USAGE | POUR LA SEMAINE REMUNERATION 
COMMENCANT BRUTE DU COMMENCANT BRUTE DU COMMENCANT BRUTE 
({OIMANCHE) BUREAU (DIMANCHE) BUREAU (OIMANCHE) 
e SUaevsr canes 


MESSAGE 


MESSAGE 


® 


For assistance in the completion of this form, pee refer to your 
Record of Employment Employer's Guide, Part 5. 


OVER - It is important that the reverse is completed 


Pour vous aider a remplir ce formulaire, veuillez consulter la partie 5 du 
Guide de I'employeur intitulé «Comment remplir le Relevé d'emploi». 


VERSO .- il est important de remplir le verso. 


34 Part 5 


Were other monies, such as vacation pay, sick leave, 
maternity leave, wage loss insurance, severance pay, tips, 


The Record of Employment - 1995 


Est-ce que dautres sommes, telles que paie de vacances, 
congés de maladie, congés de maternité, assurance-salaire, 


bonus, etc., indemnité de départ, commissions, pourboires, bonis, etc., 


a) paid and included in the gross earnings, during a) ont été versées pendant niimporte laquelle des 
any of the weeks shown on the reverse? semaines indiquées au verso et sont incluses 
dans la rémunération brute? 


[_] Yes [] No (6) [|] owi [| Non 


b) paid during any of the weeks shown on the b) ont été versées pendant n'importe laquelle des 
reverse and not included in the gross earnings semaines indiqguées au verso et ne sont pas 


shown? incluses dans la rémunération brute? 

[| Yes i] No Lo Oui i Non 
c) paid after separation from employment? Cc) ont été versées apres la cessation d'emploi? 

i Yes [ No [| Oui | Non 
Ifyes; Typeofpayment.... oe Srou; Genredepaiemen’ .. =. 
Amountpaid.. ll : Montaniverse =. = lc rl llc 
Date paid... rr 2 Date du versement. Ll 


Reason for payment 


Information collected on this form is used for the application of 
the Unemployment Insurance Benefit Program. Its collection is 
authorized under section 94 (10) of the Unemployment 
Insurance Act. Under the Privacy Act, individuals have the right 
to access their Unemployment Insurance files which will include 
this form once completed. 


The Commission undertakes to respect the confidentiality of the 8 


information obtained on this form and to use this information solely for 
the purpose for which it is obtained. For more information refer to the 
index of personal information banks available at all Canada 
Employment Centres quoting registration number EIC PPU 005 or 
EIC PPU 150. 


YOUR COOPERATION IN COMPLETING THIS FORM 
ACCURATELY ASSISTS TO ENSURE THAT BENEFITS ARE 
PAID ONLY TO THOSE ENTITLED TO RECEIVE THEM. 


Les renseignements recueillis sur le présent formulaire sont 
utilisés aux fins de l'application du Régime d'assurance- 
chémage. Leur collecte est autorisée en vertu de l'article 94 (10) 
de la Loi sur l'assurance-chémage. En vertu de la Loi sur la 
protection des renseignements personnels, chaque personne a 
le droit de consulter ses dossiers d'assurance-chémage 
incluant le présent formulaire, une fois complété. 


La Commission s'engage a respecter le caractére confidentiel des 
renseignements obtenus sur le présent formulaire et d'utiliser ces 
renseignements uniquement aux fins pour lesquelles ils ont été 
obtenus. Pour plus d'information, veuillez consulter le Répertoire des 
fichiers de renseignements personnels CEI PPU 005 ou 
CEI PPU 150 disponible dans tous les centres d'emploi du Canada. 


REMPLIR CE FORMULAIRE AVEC PRECISION CONTRIBUE A 
NOUS ASSURER QUE DES PRESTATIONS NE SONT PAYEES 
QU'A CEUX QUI Y ONT DROIT. 


CERTIFICATION / ATTESTATION 


| hereby certify that | am authorized to sign on behalf of the 
employer and that tne information concerning the employment 
and earnings of the aforementioned person is correct. 


PRINT NAME / IMPRIMER NOM 


Bes Gon ® 


AREA CODE / TEL. NO. / N° DE TEL 
IND REGIONAL 


Je déclare par la présente étre autorisé(e) a signer au nom de 
l'employeur et que les renseignements concernant l'emploi et la 
rémuneération de la personne précitée sont exacts. 


SIGNATURE 


POSITION / TITRE OU FONCTION 


Canada 
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